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B oo

1. &20”

The purpose of this instruotion in to set forth tho rogus
lations and prosodures povorning the soourity of CI6 installations,
doowonts and persomwl,

2¢ (Oonoept of Beourity

fe Seourity, ns applied to an intolligonoce organisation,
is dofinod as a condition whioh nssurvs tlho safopunrding of wvaluable
information and the proteotion of physiocal mnd hunan nssots, tho cor=
pranise of which might woriously impair tlo interests of the Natione
In the intelligence field, it is imporatiwe that a truo stato of se=
ourity oxiat in time of pemce, as woll as in time of war, and by ito
very nature, it onnnot oxist partially «= it nust bo absolutoe,

be A partisl ommpromiss of soourity represonts a loss whioch
Tever oan bs regained =- the danage is done, To prevent such a cone
tingonoy requires the complote and unfailing cooperation of each and
svory membor of the Central Intelligenso Group, irrespeotivo of posie
tione Any employee, through oarelossness, noglipgonoe, or rolaxing
his security vigilanoe, oven toemporarily, may therebr oause vital ine
formntion to fall iwko the hands of unfriendly intorests who are always
on the alert to telo advantage of lapses in our safoguarding defonsose
Anide from the potentinlly prave consequensces which sots of this type
DAy onuse, much valuablo dooumontary materisl assemblod st the oxXponso
of great offort on the part of many vwombors of this Organisation may
bo sompletoly :mllifieds Therefore, it is the rosponsibility of oach
individunl employee of tho CICO to train idmself in the perpeturl and
unrolenting observance of all olements of security, seourity prooe=
dures, and the rogulations pertmining thereto. Forsanal security is
simply & ratter of habits the habit of discretion and cnre which has
beocase socond nature through constant usagse It rmust be ocultivated
by a1l amployses if our mission of objootives ism to be fully realised,

Se Policy Coverning Use of Officinl Data

8s All information received or compiled by the CIG is

offioinl data and is the proporty of the United States Govermonte No
offioor or employoe has any property or other interest in such informae
tions The restrictions and prohibitions providod in this instruotion
apply not only to all intelligence information and material, but also
%o any statistiosl, adninistrative or gonaoral information, repardioss
of the faot that such information may already be a matter of

public knowledgee This shall also apply to all offioial data obtained

[T LI e
EREAE T St T B
:pw-."i*‘u%n FRYARM
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by 0IG from outside sources, publioc or privato, for use by or
complled within CI0,

he Orfioinl date naro rostrictod to use in thw perfornance
of thu offioial businvens of CIG and shall not be oopiad or removed
from tho files or from the pronines of CIC oxcopt for officinl

pwrponos,

Oe No porson oconnooted with CIC in uny of'fioinl omproity
shull acouwlato copios 0! doowsonts containing any such data for
inolusion in n porsonal file, nor shail any poraon take awny with
hin in writton form, or make persanal use of, any officlul data age
quired by virtuo of his employment in CIG, :

de Ixooptions to the rogulations contained in thia inastruo=
tion will not bo made excopt upon writton approval of the Dirsotor of
Cortral Intolligonces Authority to rolense officinl data shall be
limitod to officimls dosignated by the Direotor of Contral Intelligonne,

Ge Policy Governing Unofficiel Jublications and Rolntod limtters

The following policiss nre announsed for tho protection of
CIC personnol in intorpretetion of the various paragreaphs of the
Seoreoy Agrecmont, upon the provisions of which, at thoir om willing
foceptance, omployment is oonditionede Thoso policios aro necousary
in ordor tv estadblish a procedure for oloarance of publio atatomonts,
reloases to the pross, offioial or unofficinl publications, apooches
or similar undertakings whioch might rosult in inadvortsnt disclosure
of classified inforrmtions These poligios aro further nocoszary to
prosorve the confidontial mture of employcen! officisl positions and
dutios and to prevent inforences of officinl policy on tho purt of
CIG in aomoction with naticanl or intornationnl problenss The ine
volviaent of UIC cmployoes in controvorsinl meattors of widespread
inportance mny not only roveal officinl position and dutios but may
bo construed as indicating CIG official policy.

tel'ublications und Uttoruncos Rolating to Intellirence

Exoopt by spooiml dirootion op authorization in the name
of the Direotor, no porson employed by, or assigned to the Oentral
Intolligenoe Group shall teach a course, oconduct & seminar, publicly
rke & speuch or rend a paper, or write for publication. any material,
the subjoot rattor of whioch rolates to intollizonce or to the Organiza-
tion and funotions of the CIC or other intolligence agonoios.

. (\ﬂMrH\r‘\‘T‘ \‘a
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e  Othor Mublicatdons, Aotivities und Uttorances

Cloarance must be obtained Ly writton appliontion with
roopont to wnoffiolnl ocoursos, addrossos and publications boliqved bo
1io outsido of tho prohibition not forth in sub=paragraph a abovo,
Such applications shall oncloso, in appropristo onses, the actuml bext
of the propcsed nddross or publicatione Appliomtions shall be addross~
od to tho Direator of Contral Intollipunce, through tho appropriate
Angistunt Diraotor aud tho Chief, Spourity Branch, OCDe mMarden of
proof that olasaified information will not be divulped ronts with the
applicante Furthor, tho applioant nust establiah that ratorial o e
publicized and tho oirounstances thorsof do not involwe oontroversial
matter of national importance which night tond to disolose tho
author's officiel ponition mnd duties or appoar to imlioato Ly infore
onos an official poliey of ©Xa,

This parngraph does not apply to extmporanscous sddrossos
arising fram requosts which would bo onbarrassing to refuse, mo long
as CIG porsomol so oallod upon disouss subjocts which are in no wmy
allied to the notivitios of the CX0, and oo long a3 noithor tho aposkw
ora' comeotion with CXG nor the pubjoot of intolligonoo, nor mtional
policy mattors nro mentionod.

Qe Aunounosriont of Connootion with C16

In the ovont thnt oloarance is prantod undor sub=paragraph
Oe and be abovo, CIG porsomnel will not, under those olrouxstancos,
allow thersel¥os to bo proaonted, indicatod or introduced ag comeoted
with CIQ oxcopt by spoolel authoriszation in tho neme of the Diroctore

be Panultios for Non-Compliance

In: acoordanco with paragraph 5 of the Sooreuy hLgreoment, axt
inaanuch as omployment by CIG is conditioned upon oompliance with it
and with those Seourity Regulations, any failureo to obsorwe thouse
rogulationn, or a disrogard thervos, will subjoot thoe employwe or e
ployeos involwd to irmediate dismigoal or to suoh disoiplinary aoction
as uay bo directed by the birootor of Contral Intolls genove

ne Aduinistmmttive Agtion

In coagos of nonwoaupliangs with 0ig sscurity requirensnts,
the Dircotor or Doputy Director of Cemtrel Intells may take
addniutrative agtion as follows: (1) sopmration, 22) suspension, (3)
nprhnlx: or (4) such other mdministrative motion as shall bo deerwd
advisabloe

be LOE Agtion

I,y onsos of violation of tho prévisions of tho Espiomage

R YNSRI ‘MT% 7 j

[
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Aot (80 U,%eCe 51 and 82, as anonded), omployows are subjoot to orime
inal prosecution whioh ey reoult in Amprisorment for not mure than ton
yuars or o fine of not mora than $10,000, or both, nt tho dimcretion of
the oourt,

8¢ Funotions and Hosponsildlitios of the Jeourd ty Diviaion
4e Goneoral
R et

The Boourity Division, Fersonnel and Adninistration
Branch, Central Iiatollipence Oroup, is responsible for the geourity of
al) domestic CIO inatallations and tho inveatigation and goourlty
clunrance of all personnel rooruitod by, or attached for duty with, the
Contieal Inbolligence Groups Thio rosponsibility dnoludos the progonta=
tion of nattors requiring soourdty polioy dooision to the Chiof, Rooue
rity Dranch, OCD, snd the publicntion of necossary rogulationn nnd
orders proporly to oarry out tho poliey of the Dirastor o+ Contral
Iatelligonea. Tho Socurity Division muintains n ghaff to onforoo thn
sovurdty regulations and policles, an published, to insure tho obsorwve
ance of a high degroe of seourity of installations and porsonnol, i
oluding the maintenanco of an invostizative stafl to conduct invostipgae
tions as the Dirvoctor of Contral Intelly - o] Dadeiles

being reerulted 4o perform

oluco Vo actusl invostipga
ull 4 ~a8 of duty.

tiono of peyxsong

(2) Thiu Yeotion iz also rosponsible for maintaining ine
nptigative lialson with all govermiontal depritronts and agenoies in
Washington, and porforuing rama cheoks nnd choolks on conmoroiel conw
ceXrnge

25X1A
(3) Tho finmd rospongibilition or tha_
Geotion inolude (1) granting npprovals for the smploynont of Dprospege

tive mployees of CI0 who, ne o romult of investigation, are Judged 25X1A
ol1;ible aogordiy: to the standards proscribed Ly the Administrative
Instruction s and (2) rocormendations to the Chief, Seocurity

Division, P aneh, CIG, that an applicent bo denied appointnent to

& position in CIG baged upon his fuiluro to meet the promeribed soourity
standarda,

o 25X1A
o

ip responsible for the P
loal mecuri 8 and installations oocoupiod by CIG &n the

(‘@N‘;mmm X
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CIG MANUAL OF AIMINISTRATIVE IMUTRUOTIONS . :

Washington area, its olussifiod dooumentary matorial, roocords wnd
proportye

This 1o mooamplished by
Issunnce of 4dentifiontion oredentinls;

3) Haployoeu moourity indootrinetiong
54 Hight security inspoctions and standeby service;

513 Bullding entrance controls

5) Uontrol or safelweping oquipment;
6) Seowrity nurvoys, special roports und ananlynus;
7) Hmployee seourity interviews; '
0; Visitor controlj

Use of PBA puard foroe

da

is rosponsible for maintaining seous
rity files on all officers and employoes of the Central Intolligonoe
Groupe Theso filos will inolude all nmatters relating to (1) the ine
wostigation nud oloarance for duty, (2) cleerance for oryptographic
dutioes, (3) mocurity violations and meourity imdootrination. Also
this Section maintains tho records nocoasary to meko such poriodio
reports as mmy bo required by the Chiuf, Security Iivision,

B sicumiTY OF PERSONMRL

ls Policy Conorning Clearance of Porsonnol for Dutiss with
Contral InEoII%ganoo Groupe

In the Prosident's letter dnted 22 January 1946, whore rofor=
onoo is rmde to the funotions of tho National Intelligence Authority
and the Director of Central Inmtelligence, it is stateds

In tho gonduot of their activitios, tho National
Intolligonos Authority and the Director of Central
Intelligence shall be responsible for fully protect=
ing intelligonos souroes and methodse

In tho discharge of this rosponsibility, it is imporative that 25X1A
persomol assignod to, or attachod for duty with Central Intellipence
Group be individuals
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be Ixoeptions

Any oxooptions to the foropoing provinions will roquiry
the approvul of the Director of Centrnl Intolls -enoo, ond oach ease

imuat bo handled Sndividually,
25X1A

B sicunmizy or wrnes A TeeTALLAYIOM

le  Adnittanoe of CIG lmployeos and Othor Covormioat Peyosnnre),

A)Y such persons ontoring, remaining in, or leaviy; CIG
buildings dwring rogular work hours will bo required to diuvplay suthor=
inod identification orodentinls, ao aet rforth below

s PForsons ropularl loyed or permmnonily assignod to
CIC will bo mmsowa, reogl‘cuq;uinr ph'o'ﬁompi\"!o E‘,‘%’:"
a8 follows:

(1) Croon Dorderod Bedro adnitting bsarer to =1l CIO

buildings,

(2) Yollow Borderod Bedpe admitting bearor to all cIg
buildings with the exeoption o stration and (Ui Buwlidinae, A
holdor of a yellow bordered badgo nay ontor oithor of those 2wo bullde
ingy without & +visitor pnssy by having the Receptionist ornf4rn als
appointment with tho CIG ataff nember whem ho wishos 4o sec, The
Roceptiomint wilil thereupon instruct the Guand to adnit tho employve,
who, upor leaving tho building, will mervly be roquized to dieplay his
adantifiontion badges

(8) ©IG Cowrders and Liossengors will L. issued droon
Borderod Badges with the werd "COURTER" sterped on the margsin of the
photograph in tho badgee Thoy will thus have acooss to ali 010 builde

ingﬂo

(¢) Rostricted Ares - 5ipnel Conter - Copumlustions
Division, South BuildIng, 0] oned o pos% w{IY adnit
tho RoIIgr of ol¥hor & grosn or vellow bordered badge with a groen band
aoross the upper left hand oornor, All other pereins will be doniod

adrdtiance to that avea oxoopt on speoial permissicn of the (hiof,
3igoal Conter, or his superiare

be loyeos of osrtain othor Govermsent, Agoncios
Wrﬂm'm&” SF there PR

[

08 are required to huve froquent aoonss ¢o 016 affizen, will be
furnistsd, subject to the Approval of the Cnde, Security Division,
with mmbored limited plivtographio passes, roctangular in ahape, beare
ing iss mnoo datos, axpiraticn dates, reves of persons to whon issuod
and aigrature of the Chisf, Scourity Dvision, as ollows:
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CIO MAIUAL OF ADMINISTRATIVE INOTRICTION

(1) Rod Vordorod Limited Na adnitting hoarer to thomo
010 hdldings or arens opoolfTea)Yy Eucri‘{’%od thoreon during 4w portod
Lfor whioh it in Lamuad,

Os Publio Buildings Administration laintonance omployoas
will be adnittod upon ddsplaying propor PRA identifiontion badgon
innuod by that agonoys Epocinl worlmon will Lo adnittod only by prior
arrengonont with tho Soourity NDivision,

(1) txoopt in an oriorgoney, the only maintonnnco worke
ors 4o bo pormittod to ontor QIC bulldingn during nonework houro shall
bo tho newbore of the olar forces No oxuoptions will be nnde without
tho approval of the Soourity Divislons All mioh poraons will sign a
spociel log ot tho guard deak upon ontoring and leaving the buildiage

(2)  Staff nedors of CIO are warued to oxoroiso caution
with reapoct to cenversation ond vxposod clussified material whon
oarpontera, oleotricisns, tolophons compuny omployves, char people or
othor maintonance worlors are prosont in thoir offices, RNooms rust
not be loft unosoupied at such times unless classifiod matorial has
boon sgoursly lecked in suitadble containorte Any rttompt by such
porsons to overhonr oonversntions or to road olusaifiod matotinl
should bo reported at once to tho Chiaf, Security Division.

de Forgotton Ydontifiocation Cradentials, Epployves and holde
ors of linited pascos who Torge¥ Thoir ldontif¥ontion oredentinly will

npply to tho Recoptionist for visitor passes in ordor to poin adnite
tarco to their officos, Bofors isouwing such & pans thw Roceptionist
vill roquest thnt the applionnt Lo identiriud by his superior or other
responaible CIG staff mowher, Tho rags will bo conspiouously narked
"FURCOTTEY DADGEY and no exaort will bo requirod to noconpany tho
applicent in or out of the bullding.

te Admittanco %o Bulldings aftor Nourse Znploycos and hold=
ors of limited panrsos who ontor u (8 aiSer 7300 P,M, on
londays through Fridoys, or ab any timo on Saturdays, Sundoys and
holidayr, will sign tho Guard rogister upon ontering and Jeaving builde
ings, in addition to displaylng thoir idontifiontion aradontiela,

fo Admittance of Visitors

Casunl or moclal visitors will not be pormitted to enber
CIG buildings, and ataff momborg will not request excoptions to this
rules TWMsitors, as horvinaftor roforrod to, shall ho construed to
méan porsons on official dbusinoss,

All visitars whall o directed to the Rgoaptionist,
end thorunfter adnitted to the building only if agoompanied by CIG ese
corts, and upon presentation of duly excouted vimitor passi A Visitor

Pags, Form Joe 38=4 will not be insusd wnless authorized by the CIG
staff member concornod with the interviow,

CONFIDENTIAL
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be Zucorts

I nvedlnble, the Nocoptiomint w31l vscort ¢ho visitor to
Tho offlos of the intorviewnre If not avuilable nt tho tirw, the
fweoptionigt will roquest tho intorviewer o agsign omm of hils offios
ateff €o asoort e visitors Tthun the intorvim: has boon corplatod
thy GG wtall nabor muy enll %ho Noenphionint to ogeort = visitoy
Lror: tho Duflding, or ho tay eall upon an ofrflos employyoo for that
parpono 15 tho llocoptioniot 1 wmmble o loave lwr poste Vinitors
WALE not Lo pormdbted to wander Shrougsh ildings wwscortods

te urrandor of Puas

The dnterviowor will sisn his nonw on the Viaoitor tasg,
Forwi Noe S8=4 &3 $ho opreo provided for thas purpose i Section 2 of
the Vunse  The Pass olel) be surrendersd to Lho Hocaptioniast an the
vigitor lonves the building, or to the budlding muard 40 tho Hoseption-
ist has lof for tho daye The hmed shall turn all acllectod Visitor
Fasoug ovar Lo the Nocoptionist on +he fadlowhng; norninge

de Viaits During OOF Dutr Howra

.

L oporson dosleding Lo visit 010 officos durdsy; nonesmorlzing
hours, including Geturdws, Swiwlnrs eod Bolidays, wAll be requirod to
oxeeuto s ospeciel viedtor adndtbonce form furnishod by tho uard aftor
o latter hns confiimwed the sppointmont with the CIG stnf? nabore ™o
CIC giall rembor will sipn 4w form, osawdng raspongibility for Lhe
vicitor, and will ogeort the visitor Irom the mwrd denlze Upon cone
plotion of the imterview, o staf? nobor w1l escort tho vieitor
fron the building, of which time the viasitor sy will bo murrnedered
To Sha unrde Tho wisitor, upon ontoring and leaving the building,
vill sizn the Guard Repisbore

ve Vimibor Unanuces

Fisitor ontranoos shnll be continod 4o ono ror sach
building, with the excoption of Yuu Bullding, in which thers shall bo
o ontrances for visitor usce

Je Roceptionist Stafl

The Roceptionint Staflf of CIZ shall be regponsible for the
cowrteous rucoption of visitors; discroot detormination of the rature
of the visits; arranjeront of intorviews; issunnce of visitor pasacs
upan confirnation of eppointments with the appropriato CIG staff
menbors; issuance of visitor passon to erployoen who have forpotton
their identification craduntinls: provinlon of escorts for visitors
to and from tho intorviewora' officon : maintonance of visitor logs in
which are recorded visitors' nsmes and addresson, names and roon
numbersa of poraons visited, and the general purposes of tho viaits; and
tho proparation of reports relatod to the Receptionist opornsion,
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4e Ouards

ae Building gunrds furnished by the Public Nuildings Adw
nintstration vAll addt Into CIG buildings only thono porsons with
proper idontificntion orodontialo nuthoriszed for the respootive bullde
ings, and viedltora to vhon visitor passos have been issund and who
are acoonponiod by egscorto., Employoog. and holdors of linited pnssen
who have forgotton thoir budges, ond %o whon visitor pegoue norked
TTORGOT TEN BADOE™ have boon fzsuod, will bo admittod without benefit
of vooortoe

Le The gunrds will patrol the offices sfter hours for the
purpose of checkiug sefes and windows, inspooting topa of desks and
othor eguimuont for oxpoaocd olaasified matorianl, and maintain aftor-
hour Guard Registors of visitors and omployees who enter CIG buildings
aftor howra or on fabtwrdays, Sundays ond holidays. Seocurity viola=
tions doteotod by tho punrds during thoir petrols will be reported to
tho Beocurity 0ffioca.

0e The guards porform these funotions undor tho orders and
inptruotions of the Soourity Division, and all rembers ol CIG are oxe
pocbed to cooporate with tho gusrds in tho nerformance of thoir dutiose

Ge Xoys to Offices

Koys to offices will be lopt at the gurrd desks by the builde
ing guardse Normally, ufficos will not be loocked aftor duty hourae
Staff Chiof's nay onuse to bo looked any rooms they deem necessary for
goourity reasong, upon prior arrungoment vwith the Seourity 0fMoor, CIO,
Such rooms will bo considered "RLUSTRICTED ARBAS" and only spoaifically
authortzod porsons will be admitted theroto by the guardss. Toraons
not ropularly assigned to "RHSTRICTED ARBAS" will not bo permitted to
ontor such arens during rogular work howrs wiless perztission ig grantod
by tho staff chiof of tho aren goncernod,

I S:CURITY OF CLASSIFIED DOCUMENTS

l. Definitions of Clasaifications

e TOP SECRET: Only that matorinl or information, the unmus
thorized disolodure oi whioch night cause exceptionally grave danger
to the Natiom, will bo classifiod 70P SEOTRY, Ag & gonoral rule, YOP

RET matter in timo of poace will bé limited to that which, if dis-
olosed without authorization, would reasomably be expected to load

direotly to & dofinite broak in diplomatic relations, or to & war, or
have othor comparably grave consequonodse

Exarplos: Inforrmtion or mteriel regarding, or details of
disoussions or negotiations with, foreign govermwents on matters of
groat dolioacy.

I;nfomtion or intelligence materia) W indioaﬁiou
1N LT

CONFIDE
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of Houroes of intolligonoco which tho Undtod ftatos muut protoot,

be SBIONST: Infornntion or rutordnl, the wnauthorizod dife
closwre of whiIdh mght ondangor natiomal seawity, soriously Jooparw
dige the internutional relations of tho Unitod States, or endanger
tho effeotivonsus of n progran or poliay of prent importunco to this
Govermmont, will Lo olnoulfiod SLOIT.

Neports or ucta dengorounly wifrrioudly to the United Staton,
or important trends in forein affairs groatly ondangering nntional
gocurity,

Cortain highly inportant intolligence reposrts » including
reports on subvorsive sotivitios.

Vital {nformation on important defongos,
i gh=grade oryptogruphioc devicos ang rolatod natoricle

Ce COHFIDENVIAL: Information op matordnl, the unsuthorized
diselosure of WIioh would not endanger national security, but which
might projudico the national interest or tho work of any U,f, Govern=
ment agonoy by interforing with tho dovelomment or carrying out of
inportant policy, vr by hoampering nogotiations in progress; night cauze
sorious adminiatrative d4L0%culties 3 or ndght rosult in wwmrrantod ene
barraasnent of individunls, will bo olassifiod COUPIDENTTAY,.

B 208s Inportant Intollisence ropnorts,

iteports conoerning sabotage or aubwersive olerwnts, or names
of individuals imvolved, :

Investigutions, doowments and comumioations of a porsonal
and disciplinary nature, the kmowledgs of which must bo safeguardod
for administrative reasons.

de RESTRICTED: Igforuntion or material which doos not {all
within higher categorien, but which should not bo communioated outside
the Govormmont of tho United States without adoquate cloarance, wil)
be classified RESTRICTED.

\
_I}%lon: lattors rolated to Antornal organizational policy
of a Becondary chaructor,

. ¢ w8

Y S R e Tt 1
AT ATIREEAY: ?\‘”AQ
[ R W 4 *
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Routine intornal reportu,

Inforuntion of a noneconfidontial natura, the wse of whioh
should bo sonfined to official Govortwiont aotivitien.

Informntion having ne perticular soourity vulue, but whioh
nhould not be rnudo availvblo to the prouse

2e flepintored Dooumonts

fe Rofindtion and Tdontificotion

A rogistorod doowmwnt ix a 0P SECUEY, SLORET or
CONPIDENTIAL doounond, or a RESTRICTED cryptographio doownent, or
dovioo, omrrying o rogistor membor, a short title, and instruoctions to
agoount for it poriedionllye & regiotorod dommont ig not %o bo cone
fused vith a classificd doownent o vihich, for aduinistrative roagons,
8 mumbor or short title is nsoipned fop bookkoopiy; or ruforence purw
poses only,

Ve Authorigr

Uotumenta will be rogistorsd only 1 i+ ip opsontial for
the isoulng authority to control distrilnttion and mafntain o rocord of
tho custody of all eopioss Officinls of the CIC who oririnnto or
issue olugsified doowonts will roguest authorization to rogistor only
suol: doowmonts as thoy deon noceesary in tho intorost of national
soouritys Mach rogistorod document issued aftor 1 January 1946 will
bo congpieuousiy marked "Rogintorod Doowont on tho front covore Docue~
monty will not bo registerod oxoept on the authority of the Exeoutive
for Formomnel and Administrasions

e Office of Record

The office of rocord is the office to which reports of
poasossion, trunsfor and destruction of registered doounenta are sent,
The Contral Records Section, Comrunioationa Divisfon, P&A Branch, will
bo the office of racord for roegistored dooumonts originnting within
cI1a,

3¢ Authority to Dotermine Clussificotion

Doovmontt wnd corrosponde classifiod according to
tho provisions of paragraph 1, s The rosponsibility for
insuring that doouments produced by CIG are proporly classified rosts
with Asaistant Diroctors or staff porsonnel oooupying comparable posi-
tions, who will establish adoquato procedures within thoir officos or
ataffa to provide for roviow of classifioations givon dooumonts by
their subordinato offiocials, in order to inaurc that correct and unie-
forn olassification techniques are appliode Ovorclaszsifiontion rmust be
avoided, for such practice will tend to woaken the entire geourity
clagpifioation structure,

CONFIRENT AL

v
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de  Marlidng of Matorial

Clagnified books, prmphlots or athor raltiplo pajo doguwaents,
the papes of whiol arae prozanently and seourely factonod togethor,
will bo plainly and eonaplouounly marled or stampod {not tapod) "oop
SRCRUT, ™ “snora, OO TDERTLAL" or"MEBTRINTED" on the covor, titlo
puge, flrat pugo, baek pago, and outnide of beok aovers Claspified
rattor not peranontly and accuraly fustoned togothor shrll have the
securdty classifantion stanpoed or rorlmd (not typed) on Lho %op and
botton of oanoh pagoe AL eoples or roproductions shall o 0PropYrie
ataely morked or atomped %o vorrotpond with the oripinal thereofs

Abatracts of domments will bo rarked in tocordance with the provisiona
of paraireph 12, IR, »

oy

be Safolroopine of Noowments

fe  Btornse of Clraszifiod Noouwyenuts {Lneludine sueretarial
notea, onrbons and aLONCLLIS Je

() 20P SUOR A SECHAT docwsents vAll bo stored in
safeg or Pira roulstant Sale=typoe TIle Fabinols with not lesy than
S=wmy builtein ocambination locka,

{2) COMPIDENTYIAL doowsents not Roristored rwy he atored
in ordinnry stool oot 1Yo onbinnts oquippod WiZh vortical stoel bars
with eombinntion 4ypo padlocka, 4f combination safon or saflo~type ilo

ceabinotos are not avnilnblo,

(8) MUSYRICTED deewsonts nob fopistered should bo atorod
in ordinary steel Yoa: ™Yo cablnots, but Thoy nay Bo kopt in dosks,
anbinets or other storage placos whero thoy will bo out of viow,

(4) RECISTERED dooumento irreapootive of classification,
will bo stored in combinetion Sales or safo-type £ilo cnbinota,

(5) AWWD GUARD.  In cortain wmsual oiraumstancos, or if,
for operationnl rensors » 1t L5 not possille to apply the forogoing
storage requiremonts, «Trangoponts may be nade, subjout to the approval
of tho Soocurity Officer, CIG, to safoguard the decwients under armod
gusrdy when not in uso, .

b. Genoral

The sefekesping of classified documents is of primo
importance, The foregoing atorago requiraments, prescribed for the
various security clansificntions, must be atriotly adhorod toe Doous
monts olassified above RESTRICTRD will not be kopt in looked desks op
othor substititen, nor will thay bo left unprotactod at any timp,
Classifiod mntorinl will not be talkan homce  Alf vork thoroon rust be
performed in the offico whors 3t oan be fvlly proteotvds Precautions
should be teken to prevont unavthorized persons from scein; classified
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.

doounonts while work is baing porfornod on than,
Ge Hafan

ne Booh conbinntion sole and safe~tvpoe [Alo ocnbinot will hawve
r stiolior uppliod insido the containor on which will Lo recorded the
name of tho norpon rosponsible for tho safe, hig hone sddross and
tolophone mmbor, the nwews, hone adirossen and telophone mybars of
all othor porsong in possosslon of tho bambination listod, in the
ordor of principal wso, and the duto whon i sombinntion wau lest
ohanpods Thu otid:or will Lo placed on tho sido nnd noar tho LSrout
panol af anch drawor o) the mmventional onle-typa {ilo cabinet, ard
on tho insido of the door of tho Nouler anfuss Oeotoh tape should he
placed over tho atlokor to properly scouru fte Tho porson rosponsiblo
for a aafe g aloo nccountnblo for ite propor working conditione !
should arran;o for the irmediato ropair of any deofoctive suflekooping
oquimaont in his custodys Combinations of safos and sale~typu {ilo
cnbinots will bo lnovm %o only those ;eruons who are roquired to have
aocoan o thon in tho porforrwmoce ol thelr official dublons Combine
+tiona of all safe-koapin: squipnent will bo ohunprod et loast ohoo avory
aix monthse IL u porson having lmowledpge of tho combinntion of & nalo
should loave tho orgoni zational wnté or CIG, tho cmabinnvion cf the
snle involved will be changed immodintelys It in the respongibility
of custodlans to havo the conbinntions changoed fn accordance with thoso
roquiranents, A reprosoututive of the Secwrity Divislon will make the
ohange upon roquoot by tho custodiane The Soourity Mvision alono will
change the conbination of CLG safos, ith the oxcoption of thosu locntod
in tho Yignal Contere

be A mibor will bho assigned Lo onch safu by the Chiof, Soou=
rity Hvirlon, &4 Branche The porson responpslble for a safo or salo=
typo filo cabinet will turn the corbinntion of the anle ovoer to the
Security Officer, dowlewirrapped in soaled onvolope (iuner envolopo
narizad "7POP SHORUT"), sipning his nane on the flap of tho outer mvolopue
The conmblmmtion of a safe nay bo obtainod from the Chief, Security
idvieion by the person vhose plgnature aprenrs on the flap of the envee
lope or by his staff chief, upon nrovon rpoosaity and receipt thorefo ve
A safo combination will nowvor Lo divudged ovor the telaphone, exsept
in an oxbrowely grave emorpgenoy, followin: which the combination will
bLe chanped befors tho safe is asnin lockes! .

25X1A
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8¢ Jootriotiona on Dinnonination of Clasuifiod Inforation

Any porson on duty with CI0 who, with dolibornte intent or
through groma nogligonco, onuses ¢lassifiod information affooting the
natlonal security to be oonvoyod o unnuthorized porgonn ism pubjoot to
tho pemnltios provided for by tho gplonaze Aot, Pyblic or privwto
discusoion of olausifiod dnba witl » O in tho presonce or hoaring of,
anyy vorson not avthordzod to havo knovlodge theroor in ostriotly fore
niddone CIG morbors will rofynin fron giving unauthorizoed porgons
wry information about thoir work. The Lolloviny dogoription of the
Contral Intellijonos Croup su public lmovledge, and CIG mombora are at
Liborty to quots thorefron if thoy should bo asked ehout tho orgud sase
tiony

The Contral Intelligenso froup is n raoontly orontiod intore
dopartaental organization in which +ho Stato, Yar, Havy and somotinos
othor dopartmonts pnrtioipntos It coordinatos al), aotivitios of the
Qovormont: involved iy, obtaining nud snalyzing inforpntion about fore
olrpn countrios which this country noody for its nationnl soourity.

It ulao furntohos Intor-departuontal annlvaos of thiy typo of inforna-
tion for use of Govorment of doinln,

No mmplificntion of the faropoing atutownt to wnuthorizoed poraons
will bo permittod,

25X1A
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10e logs or Coapronlpe of Clansifiod Doouwsonts

In onno of loss or conproaige o clansifisd doounontn or
infornation, Lrmadinte notificotion thoreof will ko nndo to tho Chlefy
Soourity Divinfon, P& Drunch.

11, Jclussilficntion

Senff Chiofs or thoir desipnocs should poricdionlly roviow
clnguifiod dooumonts in the ountody of thelr rospsctive organizationsl
v tn, with a viow to onnoelling or domgrading the olassifica%tiona of
those documents the seourity significance of which haa declined or
consod to oxiste Tho porson neking the original olnsuificetion, his
succassor or superior, mny cancel or nodify the clussifioation of a
doounomt, by ronson of changod conditions or over=classiflicatlion, by
stamping or writing over the olassilfiocntlon at the top of the cover or
first pago "Clasoification Cuncollod or Changed to 5 by
Authority of o adding tho date and mame of the person
authorizing tho changoe

126 Duplicating or Abstraocting of Clapsified Documente

ne bDupliocuntion of olsssified matorial by the originating
office shall bo limited to the mmbor of coplus nccessary Lor effi-
ciont operntion.

be Classifiod dooumonts will not be duplicatod without
suthorigation of the office of origin.

Ge Abstracts of classifiod doounonts rny be nade with tho
spproval of tho offioco of orijine Tho sbstract, howevoer, will not

nocesgarily boar tho sao classifiocation as the doowont from which it
vas talzon, but will bo olnsaified on its owm nerits,.

PONFINCHTIA]
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de Who oripglmting ofiflev will raintnin o rocord of the
ddgtribution of olasoificd wnborinl, ineluding tho uameo of the
roaipionts und tho mmboer of ocuplon nasigod to onch,

136 TOP BHORET Control Procodure

The TOP SZ0RET Control Prosudurs prosoridod horein in
ostnblished fo provide u mocure systan for tho handling o TOP SLCRET
natordnl and to insure that unnuthorizod porsons nny 4n no instance
have acooss to nuch vmterinle Vo achlove thone almn ip a prinery
rosponanibility of nwll CI0 norsoinol.

ne Control 0f{icora

TOP HUCHAT Control OffLlcers and Altornate T0P SHERDT
Control 0ffioors will Lo pursons of hghont inteprity and provon
digeretion, spoocificnlly mibhorizod to tranamit and receive TOP SECKET
matorial to and froe agonciuve outsido of CIf- The Chiof, Contral
fwoordg Jootion, Cammunloations Division, A Branch, all TOP SDGRET
couriers, and cortnin othor apocifically desipnnted officors and oivile
inns will bo the authorized TOP SEURSET Conbtrol Ufficors sand Al tormate
TOP BECRWT Control Officers for CIlG. A List of the namos of tho TOP
ORCRET Control Officor and his Altornatos will bo medntained by the
Chief, Contral Records Section, Corxauniontions Division, P&A Branch,
who will notify the Chiof, Suowrity Livision, PeA Dranch ns changos
ocours Tho amnos of TOP SECIUT Contbol Opficers and AltSornatos for
ench govorrmont ostablishnants in this vieinity ere poriodically
amounaed, in olaassified fomy, by the Joint Soourity Conirol, Joint
Chiofn of SHrPT, to onch Fodornl egency, orpanisation or offics in tho
Tinshington nroa,

be Assistant Control OffMicers

Aspiotant TOP SRONET Control OCfficors will be officors
and civilimng of highost intosrity and proven diserotion, authorized
to tranamit and rocoivo TOP SECRRT materinl within CIG. The mxibor
of Agsistant TOP SHCRET Control Officors is nocosgerily kopt at a
ninimm consigtont with socwrity of 701 SRCHET matarinl and its
officiont handling in tho cfficos ooncormode Assistunt T0P SIOREY
Corrtrol Officors will bo appointed by Assistant Dirvotors and Chicfs
of Dranchos of the Exocutive Staff for thoir respective officose 4
list of tho nnmes of such officors will be mnintainod by the Chief,
Central Records Section, Camnmioations Division, F&A Branch, snd it
iz tho responsibility of the appointing officials to notify tho Chief,
Central Records Bgotion of all changes, additions or delotions of
Assistant TOP SECRET Control Officers whioch take place within their
respoctive jurisdiotionse The Chiof, Contral Records Section will, in
turn, notify the Chief, Soourity Division, P&A Dranch as changes ocours

. L
TR P T
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ce lRasponuibility of Control & Assistant Control Officorn

TOF SEORET Control Oificorn, thoir Alternntus and Assiste
ant TOP GUCRIT Control Officers will bo reaponsible lor tho swowrity
of TOP SECRLT natorial in thoir cuntodys Thoy will inswre Lhat such
nattor in rocoivod, tramwmittod, procossed mxl safopunrdued in nooords
anoe with tho gocurity provisions contrinod horoein,

4o Bucurij.l' (})lo_c_lf_

The Seourlity Division, P&A Dranch, will conduct poriodic
and vnnnnounced chesks of officos of CI0 to detormaine vhothor sound
asourity noasurcs arc boing practiond, and whother the Seowrity
Dnotruotions portaining to 1O SLORET nateriol are Leing obnorvod,

14 Procesaing of Incadng T0P SLEOIT inborial

ALl TOP SBCRID natorial (oxeopt cabileg and doowents portaine
ing solely to tho Offico o Spooinl Cporations) should bo dolivored
inttially to tho Spocial Distribution Unlt, Contral Records Svotion,
Commumiontions Divialon, POHA Erunche I n CI6 nombor roculvas a TOP

BLCHET doownent dirootly {rori an oubside ajoncy, ho will notify the
Contral Rgecwrds Soction in order thet the doowmont sy bo proporly
rocordods

fe ipature Reocord and Cover Shood

Enoh incoming TOP SICRET documcants will bo rocorded by tho
Bpeocinl Distribution Wnit, Contral Rocords Section, maxd will havo n
CI6 Control Humber annipned to itse A Top Socrot Sipnature Necord and
Covur Jhoot, Form lpe 38=13, will bo atapled 4o the docuwiont o sorve
an & pormanont record within CIG. This form, greon in color, will not
bo removed from the doowwnt until it is destroyed, dowmgraded or
digpntehod to an organization outsido of (IGs If the doswnont 3o dise
posed of, the Spucial Distribution Unit, Contral Records Seotion will
note tho mature of the disposition on the %4pnature Rocord and Covor
Shoet, romove the form and £ilo it

(1) The Sigmbwre Record and Covor Sheot, Form Hoe 30=
18 for TOP SECRLT doounmcnis vill be attachod by tho preparing of'fico
whon such matorinl originates within CIG, Conirol lumbors will be
assirned to such documunts Ly tho Spooial Distribution Unit, Control
Records Sooticn only if thoy are dispatched to agencies outsido of CIGe

(2) iach CIZ mamber rocoiving TOP BRCRUT natorinl will
sign his nme on the Rignature Roocord and Cover Sheot, Form Hoe 3013,
and indicate the dento and timo of receipte Upon roloasing the docu=
nont, ho will initial the Shoot, indicato tho date and tine of reloase,
and obtain the signature of the reciplent. Tho Cover Shoet will thus
gorve as a pormanent record of thome persons who had mccess to tho

CONFIDENTIAL
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be TOY SECRUT 10C

Aftor rocording and afiixing n Conirol Magbor awnd the
Sipnatwro Jecord nnd Covur Sheot, TForm MNoe 38-13, to a TOP SECRUT
doounent, tho pooial Mstribution Unit, Contral Rocords Sootion vwill
dolivor it by TOP UBURLT oourder to thoe Assiotant TOP SHCRET Comtrol
Officar of tho organizationnl unit cuncornode Tlw latbor officinl
will rocord the doownont in hiag 7T0P SECRED log end furn it over to tho
individunl te whon it is addressed or to the authorisod person, if not
spooifionlly addrossods Tho Assiotant T0P SEORET Control 0fficor vill
obtain tho mignntwe of tho rooipient in his loge Tho smo log procos
dwro will bo followod by all mbsoquont resipionts of the doowsont
within CIG,.

(1) If o TOP SuCREY doowsont i3 deliverod Cron tho jurige
diotlion of oneo Agalatiant TOP SNCRET Contrel O£%cor to another within
CiG, Contral Aocords will b notified so that ohange of rosponsilbility
nay ba proporly rocordeds

Ce Dewvinlkions
Doviationa £rom tho TOP SECRIT Control procodures sat
forth horein may bo made only with the express porminsion of tho ToOP
SHCRRT Control Grficore

16 ‘Uranamission of Classificd Doowmonts Outside LG

fe  TOP SECRIT Doownents will bo doublo wrapped, unloss
hand delivered by the TOP SEORST fontrul Offlcer or an Altornste TOP
SUCHET Comrbrol Officor, amxl doowsont receipts will alvmys be ohtainode
The rocipiont's sigpnatwrs in the serder's 0P SHCRET Log Book is equive
alont to a documont recolpte ¢nly %0P SICRET courioers or mpproved
vloctrionl nomna will be utilized for the tranmission of TOP SRCRNT
doowaonts, unlens hund dolivercd by the TOP SECREY Comtrol Officor or
an Alternate TOP SECREY Control Officore VWhen hand dolivered by tho
TQP SLERET Control Gfflcer or an Alteruato, tho Central Records Hootion,
Pah Branch will bo notiffed of the change in oustodys Undor no oire
cwastances nay TOP SLCRET doocuments be tranmmitted by Ropistered Maile
A TOP SECRIT Log Book will bo maintained for the roooipt and disponie
tion of all 'TOP SRCRET doounonts,

(Por dotailed instructions see Cormumications,
Administrative Instruotiona [Jii o)

be SECRET AND COHNFIDENTIAL Doowents Mot Registored will be
double wrapped, unloss hand delivered by tho ocuntodiang thoroois
Docunent recoipts will bo obtained Cor SCCRET doowwnts, but not for
CONFIDENTIAL Doowants unlozns tho aonior dooms 1t nucossary. Tho
recipiont's sigonture in tho sondor's SRCRET and CONFIDENTIAL Log Dook
is equivalont to o docwnont recoipte Omly authorizod couriers,
approved oluctrioal monnn or Registored Muil will bo ugilized for oure
sido transmaigsion of SECRET and CONFIDENTIAL dooumonts, unless hand

SORFIDEN T
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dolivored by the ountodian thorvofe A SECHUT and COWNTTUSITIAL Tog
Book will be malntained for tho rocuipt and dispositlon of all such
doomnonto,

(For dotallod inntructions sco Corvaunddntions,
Administrativo Inatruotions o)

de IUSTRICTED Doouwonts Not Repglotorod nay He doliversd by
megrenger, nuy olilcoo nssintant, or b ragulnr nally  Sich docwnents
nvod not bo doublo wrappod, nor i it noocessnry to obtnin doowont
or onvelope recoiptz for thame Irom tho standpoint of security, o
log for RESTRICTED doouwssntn nsed not ho raintained, but the oustodinn
will bo hold roaponaible for such doowinnts with rospect to rocords
accountabil ity.

(Forr dotailed instructions seo Coymmications,
Admindstrative Instructions )

de Rogistored Doounonts

Rogintored TOP SECRET doowments will be tranmmitted in
the sanc manner as warogistorod TOP SECWT doowsntue Hopistored
SECIET, CONFIMINTIAL and RESTRICTED dooumontns will be transmittod in
socordanoe with tho procedurs presoribad for unregistored SiCRET
docunents, with tho oxeeption that the Contral Records Sootion will
be notified of change in custody whon the custodian handedolivors tho
document to an outslde wnjencyes 4 Loj; will be maintuined for tho
roceipt and disposition of all rogistered doouments, irrespective of
clasgifieation, with the oxcoption of rogistered TOP SEORET documonts,
which will be rocorded in thoe TOP SLCRET loge

18 Transmission of Classifiod Doowrents vrithin 01¢

ne TOP SECHET Doouwaontis will be double wrappad, unloss
hand dolivered DY I CuUatOQiAN, 7O SECROT Control Officor, Altors
nate TOP SECILIT Control Officer or Agsistant TOP SHCRLT Control
Officure Doocwaunt recoipts will bo obtained in all casos, The
roclpiont's signatwrs in the sundorts TOP SHCRET Log Book is oquive
olent to a doourant recoipte Only TOP SECRET couriern, the TOP
SBECRET Comtrol Officer, Altornato TOP SUCRET Control Officers,
Assistant TOP S8ECRET Control Officers, or tho custodian thareof nay
offoct delivery of a TOP SLCRST dooument within CIGe A TOP SECRET
1og Book will be mnintained for the receipt and disposition of all
TOP SECRET doounmentse

(For detailed instructions sco Comsunioations,
Adninistrative Instructions [l o)

be SECRET and CONFIDENTIAL Dooumonts Mot Rogiastored will
be onolosed in a single CHAIN ENVELOPE (no further cover roguired)and

PONTINERTIRS
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nnd sonlod by noans of o 0I0 swmoed labole Under no slrouwistuncous will
dootoh tapo Lo ugsed Lor souling purpovon on thoe CHAIN 2AVELOM. Tho
CHATHN MHYBLOML wlll boar no marking to indionte the nlansifiont:ion of
ity contontoe Doublu wrepping may be substitutod Lfor tho CHAIN UV
IR AL, duo to tho naburo of the docusoni's contonts, the sondor
doena  additionmnl precautions advisables Lnvelops rocoipts will bo
obtuinod in all casos excopt whon hand dolivorod by tho custodinn, in
vhich avent tho CIMIN CUVELOPD nvod not bu usode Doomant racoipts
will bo obtained only whon the sundor decns 1% nocssisnrye 7ho rooipe
font's aipgnature in the sondor's SLECRED and COIRVILDENT AL Log ook iu
oquivalont to a doownent rocoipt when sueh « recoipt is required by
the nondore lommengors, owtodians or any ofl{icoe asslstant nay offoot
dolivordes of GRCRET and CONFINDENTIAL documsnts within €10 Buildingne
Authorizod couwriers, custodians o any rosponnible offico nssisiant
nay nalo deliverdes of suoh dooumonts botwoon CIG buildingse A SECRET
and COIPIDENT AL Log Boolk will bo maintnd ned for the rocoipt and dine
popition of nll asush documonta,.

(Por detailod ingtructions sec Coawmniontionn,
25X1A Adminiotrativo Instructions ____)

Ce REIJTRICTED Doounontso llot Rupistorod nny be doliverod by
nesgongor or eny offico asslstants hon tho nngasongsor service is
utilized, the doowmont will be oneloood in a pingle CHAIN LIVELOIT
(no further covar roguirod)s Tho CHATY ZHVELOPT will boar no narlings
to indlonve tho clagnifiocntion of itz conbontse CHALT RHVELOPES neod
not bo usod whon dolivories of WISTHICTAD documonts aro nade by offico
agoistantn, Uociment or omvolope roceliptn nocd not be roguired in amgy
onsa,s  I'rom tho standpolnt of goourity, o log for RASTIICTED deowwnte
nood not be naintnined, but thy eustodinn will be held mgponsible for
such documents with respect o rocords anccountabilisy,

25X1A

(For detailad insiructions soo Cormmications, Adninise
teative Inontructs onn-‘___. }

de TRopgistorod Docunonts

Rogisterod TOP SNCRET doounents will be tranamitted Wwp/»
tho same narmor as umregistored TOP SECRET doowmoents. Registored
SHCRET, CONFIDENTIAL exxd RUESTRICTED dooumonta will bo t ranamitted in
agcordance with the procedurss preseribed for unrogistorod SECRET
dooumontse A log will be maintainod for the receipt and Hsposition
25X1A of all registered documents, irrespective of clamsification, oxcept

TOP SHCRET, which will be recorded in the TOP SUCRET Loge

B czioaL SECURITY PRACTIORS

1. Security in 0ffico Routine

Since offective gdecwrity ls a natter of habit, oach offioce
nust be run on a set routins designod to insure conpleto soowritys
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Dally oporctions should bo porforaod Ln gueh o uamor that goourlty
at no tine will be conproninod,

e ';‘.‘olophmm

(1) Thoe premmption must bo that ovory oonvorsantion by
tolephonw or lnter-office conmmnionition systom will bo overhoard by
wnputhor!zad porvsonse o wiren are protooted, not owan thoso carry-
ing intor-offico cullue Vheraforo, WO GUCRSD, SUCRGT, or CONFIDMN-
TIAL fnformation must nover bo diseuanoed over such faoilitiose

(2) hon mnmoring the telophone, an eyplovos wlll v
tho nawo of tho porson whoso offioe 1o oallod, Pefe, "lre dnith or
Vo fmdthto officoe" Oedtohbonrd oporatora will ansvor "Contral
Intollipgenco Group" %o onlls from outsido CIGe Thon a person requoests
infornntion ovor tho tolephono mnd thore ia nny doubt roparding hias
identity or the novcodsity of his requiring 4o informetion, tho ome
ployoe will tako his nano axd telephono mahor and of for to return tho
oulle The omployoco will thon discusu the roguest with lils superior
and deoocido upon o reply. Frploysos will not trangnit infomwution
about CIG to unlmovm or unsuthorizod pwrsons,

be Salaes
——

A large sipn reried "OPEN" will b insorted in tlew handle
of the top drawer of each nafo orpo [ilo onhinet and on tho landle of
oach Mozlor type safo during the $ie such oquipmont is unlockeds
This is intended as o visunl warnin: to oustodians oy othor office
onployoes to lock anfes at tho end of the day or during wnunrded
poriads vithin the regular work day,.

¢e Unoccuplod ioons

Bmployous will no% leave rooms unoomupiod at any tire
during the doy L8 classifiod doouments are expossd in tho officoe Iff
1t is recessary to leave n roon unoccupiod, all matorinl olassified
above "RESTRICTED" first nust bo seouroly locked in the proper snfoe
keoping oquipment or temporarily placed in anothor amployoo's custodye
During such periods, olassified doouments will not bo placed in deaks
or under irays or dosk pads,

de Vigitors
lio employee will permit cluansifiod papors to bo oxposod
on his desk in suck u fashion that they could be road by persons
visiting i office who are not authorisod to have such informations

At such tires classifiod matorial should bo turnad face down on the
dosale

CONFINENTIAL

Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2



25X1A

Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2
CIo MANUAL OF ADNTHISTRATIVE YIGTRUCTIONS
( WA
[

de Clununifiod Wnoato

Clupnified wanto st Lo disponod of in accordanco with
Lho rupulations govorndny; the disposition of such matbtore ‘inoke
bagkots wriil not bo utilired for Lhat purponve

o Dofeotive Ltorare Equipmont

Tagploymoes will Lrmodiatoly roport dofective saleluaping
uquipment to thoir superlors who, in twrn will prampily request the
Sgourity Division to nndo the nocassury ropolrse In the monntime,
clasaifiod notoriel should bo framsforred from S frulity cortainors
to proporly functioning, sppropriate safekocping mquipnent.

e Soouring Offico ot Und of Duy

Hnch rpmbor of CIG will take Sho Lollowing stops to insure
tho seourdty of his erva boforo dopartin: for the dayys

(1) Clour donlk of all mutorinl ciaspificd shove RESTRICTIN
and lock 1% in approprieic anfokeuping oquipriont,

(2) Invort "In" and "Out" %ravu, or turn thas on thoir
sidege

(3) Dotornine thet elassificd wmsto hng boon proporly
disponod of or is lodked in aafoe

(4) Check safes 4o seo “uh thoy are sccurely locked,
rotating tho dial lmob at Least thwoo L3 es in oach directions Cupbo-
dimms or wsors of safos will excoubo the Seourity Chaok Bhoot, Pom
Hoe 38-7 sttuchod to the top or side of ench sale and snfe-typs file
cablinot, indieatin: tiat the equijrient has boon propor 2 lockode

(5) As a doublo ohock, the lust porson to leave tho room
311 rnke cortain that the wbove security nengures havo boon tulon,
that the windows urs locked and the liphts axtinguishode

Ze Botarity Outside the Ofifice

ge Discusgion of CIC Activitien

Employees vdll not discuss thoir work or the activities
of CI¢ outside of the office, excopt na ray bo required in the
porformanco of their officinl dufios.

be Credit Reference

Ip uging CIG as u credit reforence, auployvcs will refor
inquirdes to:
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’ ) Asniotant Farsommael GrfYoor
Cortral Intolliponco Aroup
2450 "L Stroat, M, i,
Hoobdngton 26, Je

Enploysos will not Swndsh tho nmws of their suporiors or mny othor
porsons in CI0 with Tho oxcoptlon of that m“_ for orodit
raforonce purposos.

ce Traffic Aooidwits, Arrents, Court roceedin:s

Ir an maployes should bouvors involved in o treffio aooie
dard, cowrt proococeddy; or othor oxtornal aflfoir in which €17 might
bocomo diroetly or indireetly involved, oven though the nntior bo
ulmost ontirvly porsonul, ho should roport the sffair to his suporior
at the omliont opportwit) in order that sultable soowsity rsaoures
oy bo bekon by the Sscurdity neficore

de Group Socinl sotiviktios

In the intorest of security, proup wocinl activitios of
CIG porsonnol, such e amual partios, pleden, daneos, athiotic
tonnw, will not bo ndvertised as CI0 funchions.

e Staly Socuriiy Chock

te  Buch offloo ahdof will organise a group of Sbaf? Dt
GfPionrs to conduet daily Mined pfters=bsur soou Lty olwels of the mvea
acoupiod by that stalls The Staff Muty Of0ecors will Lo rotatod, mme
orving ouch gvorln:, wwl wALL Lo geluoted Do anons the olficers md
respongible eivilion peraomw) of $he offlos stnlle

be Tha Sall Duty Offiocer will Mezin his socurity cheok aftor
tho end of the regular work day whon nll or most of the oaployses have
loM™e Ir an eyployoe is working late, he will be informed by the Stalf
huby cfficer thet he, the omployse, will be regponsible for the socu=
rity of his own fzmodiete roaen or area, and tho Staff Duty Cfficor will.
80 note on lis Staff Duty Officer Chedl Shoot, Form 38-8 undor "Remarkae"
During tho course of his soourity check, the Staff laty 0fflcer will
oxvcute o Staff Duty 0fficor Chocl: Sheot, Fom Noe 38«8 which will ine
clude tho 1isting of gy soourity violationse Tho Chool: Sheot will
bo forwardod to the Seourity Officer imediately the following morminge

Ce Tho JHaff Duty Officer will chook to insure that:
(1) All safos und safo-typo f1les are lockede

(2) Yo material oleassficd nbove MNRSTRICTED has boen loft
exposed on desks, on othor office squipnont, or on the wmllse

ﬁ.’"{‘,?&? TR %EA
O Y
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(3) ALl olawsifiod wvmste har boon propsrly noourod,

(4) Clamsifiod matorinl has twy Lboon dimeardod in wmate
basletie

(5) A1l ~.ndowu ure lod:ade

(6) Liphto are oxtinguishod in wnocoupiod romss, unloso
otherwiazo spcitiods

4o HHpght uty Offlcurs = Soourity Only

te A stafl of Night Uuly 0fficors, ntteched to the Socurity
0fMeo, will bo soedrmed to gocurity dution bobwan tho howrs of 500
Pal'e (1700) snd 8390 44t (0830), Fondays Shwough Iridaya, nid trrontyne
four (24) hours on lnturdays, Nundnys sad holidayn.

be Nipght buby 0fficors will couduet mightly seowrity choolm
of CIF duildings, wounlly one Luilding or an ares wilhin s building
vach nighte o not pattarn or rolntlon syutan with respoot 4o the
buildings to be Lrppoctoed vill be followsde Tho building 4o be chocke
od is dotomined daily by $ho Cocurity Officoe

ge In conducting tholr soouriiy chocks, the Hight by
Gfficers will chocl: snfes, the tops of dasks s othor cquipnont for
wipotied clasasifiod meiorial, windows, clasaifiod wasto, onvelopes and
will note conditions presenting socurity hansrds, Theso officors will
al po coaduct apot chooks of dosl: dravers to determino whothor thoy come
tuin elaasifiod nntorinl ohovo HUNTRICTID, in violation of safelecping
romlntionne

de The JEpht Duty Officers will rospond to reports fron tho
PA Juards in connwotion with open anfes and oxposed elasgified matorinl
dotectod by the memhors of the puard force in the cowrne of thoir nipght
patrols; handlo all other routine sftor-dutyibvourit- problona mnd
propare roperts of sscurity violations, which are subsocquontly formrdod
to tho appropricte CIG officials by the Thiof, Sscwrity Division.

pord
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. - PrRBONIEL

. GEIRRA
1, Purpoge

Tho purposo of this lnatruotion is to set forth the gon=
oral activities of the rorsonnel Division, moquaint omployeus with
the bmsio Civil Servico Rogulations an upplicable to $IG, and
provide a guldo for oparating offiolals with rogpoct to thelr ro-
sponsibilitios as rolatod to peraonncl administration,

2, Termi uoloyiz

The definitions piven bolow, while not necessarily come
plete from a technloal point of view, cunform to the generally
understood moanings of tho torms,.

Civil Servico, as tho lera Lo enorally used in the Fedaeral
Government, relates to that part o the public oivilian sorvice
under which appointments to positions zust Yo aude in eoccordance with
the provisions of %he Civil Service Act, applicable Yxecutive Orders,
and the rules and roguletions of %Lhe oivil Servico Comnmission,

Rule means Civil Sorvice rule.
AMiahd

Compoatitive sorvice ghall havo the same meaning as the words
"Claszified Cervicen, of Toleassified Civil Service" as dofined in
exloting statutes and Bxecutive Ordors, fTho competitive sorvice
shall inciudo all civilimn positions in the IZxssutive Prunch of tho
Governument unlosn speolilically oxcoptod therofrom under statutes or
ixooutive Order. [Iersons oocupying such positions shall be cone
sidered as bein; in the coupotitive scrvice whon they havo a compet-
itive status,

Positions excepted from the competitive service (5chedule A
are filled by eppointment EThereto wIEEou% competl tive examination
bocauge of thelr sonfidentisl or policy-determining charactor, or

because it is not pructicable to make apyolntments theroto through
conpetitive examination,

Competitive status moans a status which pormits a person to
be promotmr?eauigned and reinstated to positions in
the compotitive sorvice without compotitive examination, subject to
the conditions presoribed by the Civil Service rules and rojulations
for such noncompetitive action, A competitive status ies acquired by
probational appointment through competitive examination, or may be
granted by statute, Exeoutive Order, or the Civil Sarvice rules.

Continuous service moans an active duty status ,but nmay
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inolude u Lronk in sorvice ol not woro than 30 culondar dayse
pepurtusntal servico moans the headguartors office of an

aponoy, GLenorally, posltlons in that part of any agency lo.suted in
tho Diatrict of Columblo aro in tho dopartmentu) servico,

old servico moans thet pars or parts of an agoncy tho work
of which Involves the loculized execution of sontrally determined
policion, activitios, or programs., Although some agoncles huve
officus outnide the District of Columbia whioch ere in the depart-
nontal sorvice, ponorally posltlons io officos outnlde the District
aro in the lold sorvice.

rositlon wenns an agsropstion ol dutles to be perdevacd and
rogsponal BITIEIOS o Lu discharped by ene acson oven though no jarson

1o digeharging Thon at o clven tine,

Closa ot positlons neans . group of positions whlch are go
siiilar In dutics and responsibllities as to require sudbstantially
¢ A 2
the same ability, education, exporionco, and lnowlu.iro {or their
U 3 4 “a
porformance and s to Justidy the sume tuatn ol fltrioss wnd tho swae
gonle 0 pay,

Sorvico moans a broad divisiom oi olusses of positlons into
groups hdadly similur in dutica and -osponsibilitics. fthere are
four principal services in the classifiod clvil service. Theso aro;

8, irolvasional and scientific doslynuted as "p,"

be Clerical, administrotive, and flgoal desiynated as "OLP,"
¢o Subeprofessional, dealguntod s "5p,"

d, Crufts, protective, and custodial, desiinated as "Cre,"

¢rade means g subdivigion of & sourvice, wnich includes sny
number of classecs of positions, the incumbents of which may bo equi-
tably compensated at ratos within the same scale of pay.

Clasollying « position weans allecating it to lts oluss,
service and grade,

¢orficial station genorally moans the place at which or about
whioch an employee periorms tho major part of his dutles,

Promotlon noans & change frox one position o another pusition
of hiphor ¢rade or highor minimum smlary during cantinuous servioce
vithin the same &;ency.

Change to a lower prade means & demotion from one position
to another position of lower prade or lower minimum salary during
continuous service within the sane agency,

COM'EmrMT‘M‘
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Romoval means soparatlon Crom the servics on oharpes of
dolinquency or misoonduct, or bucuuse tho omployeets capamolty Le not
sulficiont to Justlfy his rotentlon in the sorvice,

foassipunent moang o cianre, withowt pronotion or demotion,
from one 7oaLtLon To wrobhur position in o different line of work
{such an from clerk to stmmo rapher, shuulfour to ruard, sto,) or in
the sumo ling ol work (guch as Crom clorkesoarchor to clerkerocorder)
or in gervice (such as subprofessional to olerical, adulnistrative
and [lscal) during conbinuous service wlthin the swue azency.

WAldn grade salary increaso means un incresso ron one rate
of pay Lo anothor wilthin the cane jrade and without ehenso in position
of dutios or responsibilitios,

Efficioncy rating means n wrltten ovaluation, takdng an
udjeotive form, ol the performanco over a poriod of an employee in his
position in the c¢logyified oivil agrvico. Thiu rating isc one of the
factors considored in detormining witinin grade salury increases,
prouotions, terminutlion, and othor personnel sctions,

Sonlo of pay means the ratos ol pay established for a rade,
consisting ol minimum snd maxizum rate sod ono or more intermodiate

rates. The intorvals botween the minimum and maximum ratos are known
as "stepa,"

lipiblos moan porsons ocortifled by tho Civil Service Come
rlagion as beln; jualilfied for a sivon job and oligibls for appoint-
wmont to that job undor tho rulss and rosulations of ths Coamissione

Poy period mouns the period Cor which componsation iy roge
ularly pald, For ver annum employees n pay period consists of
fourteon calendar deys boeglnning overy socond Supday,

don position Lo s rogiiion which has nol proeviously been
allocated and Sarricd on the records us a currantly oxisting position,

Identical Additional position is an additional position
which has duties and rosponsibilities identicsl in all respucts with
those of an exiating position previously finmally allocaZod Yy the
Comuaiasion, is in the swue gorvice grade and class, and is under the
geme iomediaste supervisory position in the orgsnisation concorred,

Reclassification means thoe establishment of & different
classification Tor an existing position resulting from rsconsideration
and relntsrpretation of the original classification,

Vice Chango means sn appointment to a position proviously
allocated WHIch has been vaoated and in which no change in dutios or
regponsibilities aro contemplated,

CONMEINTTIRY
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3¢ Yunotions 1 Oreanizvation

o, Punotions
The fersonnol Division, p&A Pranch, lg reaponsible forg

(1) Batablishing eed clessliying positions in aocordmice
viith Civil Jorvice Rulon und Msjulations,

(2) Interviewing, evaluating and ussloning applicants to
to establishod positions, . '

(8) Plaaning, wrysniz » und conductlng trainirn; and
orientation propyans,

(4) Haintalulng records’and orusossing all poersonnel
notlons euch ag appointment, translor, promotion, termalnulicw, ote,

(5) Ogorating discensarios and onerreioy roane to provide
medionl servicos to wsployeds; and doveloping an enployee's health
program,

(6) Administering o Personnel Relations Rrogram ircluding
sfficiency ratings, welfars activitios, liaison activities betweoen
employees and operating offlciale in connsotion with employoee
adjustments, '

(7) Aduinistering military and naval porsonnel in ace
cordance with reguletions of the respective survices,

be Organization
To ncoomplish the functions set rforth sbove, and any
related duties, the following Ssctions heve been cstublished within

the Porsonnel bivigion;

25X1A

QORITTENTRETY &

d
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1, Goneral

e Authord 'Lz

(1) In wocordenco witn tho provisions ol the
Clagsification Act of 1920, us maondodslie wuthority to entablish and
classify pesitlons in tho CIG is vostod In the Dlroctor of Central
Intelliponce sublect to roview Ly tho Clvll Scrvice Somualosion,

(2) The Cilel, Peruonmal Division has Luen deleswlsl
tho reaponsibllitdcs connocted with the abovae suthority.

be Purpose ol Clagsitication

Thoe purposos ol clessiClontion wre:

(1) To wotablish spocific positionag within the organ-
izatlon framework, wnd thus provide datu Jor wee in budget plunning
and aaking anaiyses of thoe cost of adulnistrative functions,

(2) To show the relationships of the valous positidns
to prevent overlapplng of duties, and to provido a basis for planning
the flow of work through theo organizallon and for deteraining reduc-
Wons in force and lfurloughs by disolosing any duplication of functions.

(8) To provide employoeos with o concise stutement
of their dulles und responsibilitioes and tiwoir rolation to the orpen-
ization by descrlbing the dutlos roguired ln each position,

(4) To provido & hasie [or such actions ns appointe
ment, transfer or promotion. A person can be hired by an agency only
after a position has buon established, Likewise, a person even though
qualilfiod for promeotion ctx Lo promoeiod to e lipgher prade only il a
vacent posliion wdsis at the hipher grada,.

oe Principlos of Classirication

The basic principles governing the classifying of
positions aro:

(1) The correlation ol sslarius with wari performed
in such :mammer as to provide equal pay for equal work.

(2) The stendardizetion of ellocations bused on
ocoupational [ield, degree of difficulty of duties, level of responsi-
bility and qualificatioun requirements of the work.

2e Classification lethods

as Job Audits and Surveys

Upon determination by the Advisor for Management az +o
organizational structure and total number of positions required to
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aduinistor functional responsibilitios within an organizationul
unit, tho Classilfiontion and Salary Adminiotration Soction will
sonduct classiflcation surveys, Those surveys are conducted in the
Lollowing mannors

(1) the Chiol of the Office o. Slafll Section ls noti-
fiod of the iluponding survay wnd reguasted to furnish functlonal
statanonts Lor esach sopuwent ol tho Offina,

(2) The ¢lassbileablon Analysis roviow oueh slutewonts
and arcenge peraonal laterviews with tho ohiel of the sogrent ol the
0o which 1s bto bo surveyo,  Jureuch Interviews, the duthon wnd
cogpansibilitics ou individusd poslilons wre detornmined,

(3) rogitlon deseripblons wre proparec, wlloontions mnde,
md referroed Lo Lho Lidel ol the OCrice wedar survey Ior his {final
roviow,

(4) A deseription of 2ll posliious wilhin the 0fflce is
then proseuted to tho ¢ivil Servico Cownalegaion with Dinal A uncy
rocommendaticns. e Civil Sevvice Comndussion reprssuntabive,
through conferoncoes with bhe olicaiflicetlion rwlyat wnd otiiciuls
of tho orjunization, detwminos Lthe jyrosrlety of the wpousy recou-
mendations and indleated final Civil Servics Comadasion sctlion,.

(5) upon receipt of final woproval by the Civil Sorvice
Comuisoion, u btable ol organization 1s prepared, on which is
indicated the bitles and grades ns approved Ly the Givil Service
somrdssion, wnd Uorwarded to tho Advigor lor Hanagenont,

(6) Upon approval by the edvisor lor Nenagement copies of
the table of orgunization sre Torwardaed to the Offlco or Jtaff
Section concormed, the ergonnel Divislon, and the PMinance Division,

(7) rosition control rocords are cstablishod aud waine
tained by the Personnel and iinance bivisions to insure that ;rades
established in tables ol organization and fotal positions author-
L1zed by personmol celilings ace not axceeded.

be Individual Fosition ¢lassificetion

(1) whenever o chanpe of duties, initlation or expiration
of & Job or an increase or deorcvase in work load ocsurs, an officlal
establishment, re-classification, or cancellation of an individual
position will be in order, Requests for such action should be pre-
pared by the Offlce or 3talfl Jection concormsd on Jorm Ho. V-3 in
triplicato and routed to the Classificotion und Salary Adainistration
Soctiane

{2) A Classification snalyst will snalyze the duties and
responsibilities of tho positions councerned by muking & desk audit
of the dutloe involved snd by inbterview with the 0rflce or Jiall
Section chiefl, the incumbent ol the posltion if the position iz
filled, and the immediate suporvisor.
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A writton descrlption of tho position will thon be prepared by the
Clessifiontion Anulyst und roviowod by the Office or Stalf Bection
chierl ag to sc.urecy of detail,

(3) Alftor agrocment as to acourscy of the statoment of
duties, the classification aualyst wlll assipn the position to the
appropriate sorvice and grado in accorionce with the standards and
apooifioations ontablished by tho Civil Sorvice Commission, and will
subilt tho position desoriptlon to the Civil Service Commission for
ravien and approval,

(4) Aftor approvnl by the Civil Servico Commiasion, the
position may thon be £1llod Yy w qualified Lucumbont or now i .nolntoes.

CONFIDENTIAL
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be Clvilian
e

It 33 the roaponsibility of the

Hm oporate & progran of recrudtmont sud solootlon Ln
complinnos wlth applicuble 24vil lervico ules and JI7 polivles
which will m. tigfuotorily meet W0 opurebing rmuixm.u;zts of the 210

oLfloap wnd stall Sectiong.

T will mnintaln olosse
Haison with 00floas and Stell Sestlons rejardng the priority of
porgonnel repuranentsy with tho Cinenmco Divialon ropurding peorsonsel
gelllings and authorlzod vacanclesy and with -7.:‘" mtiol sourses of
aalisfod Lnlividunls %0 logsure avellabilily of sersoeoel to SRLL
vuosncios an ey olaurs

e ildlary

HLLS agy porsenosl m.ll e
sharn oMol ol o

N sy PR e I 82
2L apeesisnes wilh
'1: b o

sl on .

e ualborilas agd LeapansiLilliles
.".. Th i tesponalilo lor
saadng oll faitAedl confucts end Dlumel oo townts ln comnostion nith
rosral tmm‘u achiviiias and will nddlnte all rajoviion notizas %o

ool lonntoe

(1) COfLow and DSl Soctlan beads wlll Lavo Gl Gppnole
wmlty o Intorvics and e wsoeph or ruject ’waﬁ“»u;. ave erpioyees Lo
“ll}. vsu:smsim under thelr Jusicdiollon; lomover, such olficlals will
ke no ool twents ruzurding soployment or selary o individsslsp
who may W8 contacsiad dlrestly prior to roferancs Yo Persomel Divie
sione

be The Pergonnel Dvizion L euthorized to prooure and
hire sloricol cond edministratlive jorsomoel iz the prades 140l

Qe Thoe Chiol, iorsonnel DMiviglion, may take (losl aotion
for the Dirsctor o Jentral Intelligemce in ceasos iovolving grados
MhFel to CAMelZ inclusive, and el to Pul ipclusive, provided the
hoad of the using Ofice or Stalf Scotlon cunsurse

de The Doputy Mractor must anprove for the Mrector
finel Mring in all cages invelwing grades {rum CiPeld o CAP=1S
tnoluglve, and P=§ o Fe=d fnclusive. Concurrews of tho head of
the uveing GfCloe or Stalfl Jection will Yo obiaiped Yty ihe lersomuel
Dvislon prior o preogantetion Lo the Depudy Mrootor for decision.

e Nases Lnvolving dlzapreccant botwesn thoe using o0fice and
L Porsounsl Mvisien will Yo referred fo {he Drssuilve for Fersone
nol and aduipisiradion, or %o tho Demuly Director 1L the Ixcoulive
for Porpovmel snd Adsleistrefion cowot arrive ot e sproosont wlth

NiIAL

e

L SU
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tho requanting Orlflco,
e Frocoduro

ne Ofiloo or Staff Joctions will suiwmdit Forva Ro. 37-8,
Recrulthont Requost in triplicate, outlinlng perscnnel rogquiraacnis,

be Applloations of qualiflyin; individuals will Lo referrod
by the Procurement & Plecement Seotion to the Office or Stalf Seotlion
hoads accompunied by Form 379, Referral Shoet, and will be roturned
to tho Proocuremsnt end Plagement Sootlon ly the dead-line date
indlcatod thereon, If a qualified applicant is at hand, he may be
roferred in person to the 0fflce or 3teff Seotlon concorned.

¢, Upon acceptunce of an applicant by the operating 0lfloc
or Stalf Seotlon, Form 37-3, Porsomnol Aotion Requost, will Lo aul -
aitted in triplicate to the rorsonnsl Divislon,

d, Upon recelpt of Form 37-8 and other allieod papors in the
Purgonnel Division, final determlnation of qualificutions to Iill
the position recommended will bo made by the Personnel Division and
Form 38-1, Personsl ltistory Stsmtoment, will be sont in duplioante to
the Security Divislon [or seourlty cloaranca,

0. Appliocant record [iles will bo malntainoed by the Prowe

25X1A I . il) reoain pending until the
prospoctive omployse is elther acscepted or rejectods
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1, Goneral
vttt

Undor the provisions of txecutlve Order 5830, all positions
in tho Contral Intellijenco Group are excoptod from compsiitive
sorvice, Appolntuonts will be made undor Schodule A of tho Civil
Sorvice Rules without exerination by the Civil Service Commission.
An exceptod appolntment undor gohedule A shall not confor a compete
itive status Yo the appointment but mauy be comverted to probational
statug In the ovent the employee passos a Civil Service exmnination
and is ocortified to this arvency for probational apjointment, Any

person having o competitive status who occuples & Schodule A
position shall Ve ontliled to the protection against ronoval afforded
by Civil Sorvlceca rules and regulation,

2e Authorl H

It is the rasponsibility of tho Chief, ¥ersonnoel Division
ascertain that CIG policies and the siendards ostablished by the
Civil Servico Commdgsion arv observed in conneotion with thoe omploye
nent of all civilien employeos, Tho Chiol, Porsoancl Division has
been delegatod the wuthority lor tho sppoiniment or separatlon of
eivilian owployeos and counsultants for the deporiurental and field
servicoes,

3, Proroquisites to Appolntwont snd intrance on Duky

v, Civil Service Hepulutiona

Civil gorvice Rogulations Part 21 (See fPl Chaplor 7el)
define aund preseribe rogulniions rogarding appoinlmoent to positions
excspted from the coumpelitive nervice, The Personnel Division is
responsible Lor carrying out the provisions of theze repulations as
they sortain 4o the following items:

(1) Hilitary preforence

(2) other preference

(38) Upiform treatmsnt of applications
§4 Standards of Qualificetions

5) Bxamination of applicants

(6) Malntensnce of employment lists
(7) Selection

be Socurity Clearance

All appointments to positions or assignment to duty of
porsonnel in CIG are made subsoquont to approval zranted by the
Security Division in accordance with the provisioms of CIG Admin.
istrative Instructions i .
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25X1A
¢, Dvaluntion and Antltude Teoidng

Thuo ulll Susl the
olill and eptitude of all applicanta ewccptnble Lor asplopment, 'The
varlous oporatlng offlelals will Jwalsh such wsslstanes Lncluding
lingubets and othur toohnfoalivaiaz1iy : solaaantesd by the  25X1A
Togtingy Wit so that the Ny Bl
cortain L0 the applicent Lo suliable o o a positlon requiring
apoolal qualifiscation,

NP3

de felenso fyan Presont usloying

T Persomnel Division will wnopotlaebo ihe relesse oo o
praspoctlve euployeo in tho avent the sresposiive wilovea La auiloyed
by wnother fedorsl sgency. This negotintlon is roquired whore the
proupsotive esployes hes nal previoualy baon provided with o lebter
of rolomso from hla own suploylny arnency.

%o Apvointaont ond Inirance on ity 25X1A

a. ALter the have buan
carried out in sscordunce w@iln the provedus vatlined under CIG
adnipigtrative Imastructions e the sprlicant hes queliited, the
applicant will thor bo advlced to report for duly & the Tronsactions
and Hecords doctlon of the rorsomnel Ulvision,

be AL thia bl tha omployoo's file will o obialnmed and
cheeled co fngure that ths ollowing forus aro sontalinod therolin
(1) standerd Porm 57, Applicetion for federsl =vnloimsnts
(2) Fora 36«1, lersemal Hlotory tatenent
{3} Lotbor of elense (I£ tronaferred from anobher i, fie
:\:flﬂoy)
Be The waployes will be repuired o somplote the follewing
sadleioned foras wpem ruporting for dutyy
{4) Porm 614, Cuth of Ofrics, Afridevit and Declaration
of Appolntes,
{2) Fors OT=24, han-Sirike ACCLdaviis,
(3) Porm W=d, Huployeos withholdleys Sxorotion Cortllicata,

do The employos will then be pivem a Fors 38-2, Request Jor
Srodontial and sent to the Socurity Divislon ror any necsgastry indoce
trination,

¢s Upon campletion of tho above ftsms, the employes will ba
send by the Porsonnel Division %o the Admbnistrative Dificer of the
0ffice or 5tafT Sootion whers he is to be employed.

Se Appointment Actiwms
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The Cfollowing aocuments will bo propured on ono) nev nppointes
Ly the ‘ersonne) Divialcn and (fstriduted as indieated;

a. Standasd Pora 6, lotifiontion of versounel fotion, Lo
propared in an ordgingl and 7 copdos anid disiributed ss followas

(1)

(8)

(8)
n

b (DC

2 coplog 4o Tudget Yaotion (After propor recording
oa poaltion contrel ocards, these copiss uro rouded
to the kay Moll Wit for Poy Roll rotion.)

1 copy %o clnantitension fyaetion
1 copy to c3Al Sorvice Gorminalon

1 copy for “argounal Journal (anintainad in Teanse
uosions and ncosla Haotlon and f1led in monthly
bindora %n fom conplate record of each notion
praparad)

1 copy %o “ravicus Opgunization (vhen employes has
had proviocun jovormmont servics and cones ‘o Central
Tntollizonco nlthout a hreak in servios)

1 copy for @ arsemnol Polder

1 copy lor imployen (This copy is trausmitted to
the Adniniatrative 0ffles of the employlng Orfios
or gtafl Seetion Jor recording and then to %he
caployes., This serves as the notiflcstion to She
originating office of the approvel sad completion
of the reyuest for persormel actiom.)

Torm BA0OG, Vetiremont Necord Cgrd, is prepared sud s

forwarded to the Moy Noll Mnit, ~ymcul feotion, attached to the Pay
Toll oopy of rerm 5O,

¢. Tora =4, Employees Withholding Exenption Certirioate,
i3 prepared by the smplovedund attached to the sy Roll copy of Form [0
for tramsmission %o the Pay Roll mit.

d. WD Ferm 76A, Service imoerd Card, is prepared for every
new appointes and filed alphabetically in a visible eard file. All
later sstions on the emplaywe are posted to that sard from Fom 80,
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. PROMOTTON ALD CHALGSS PO LLER GRADE

1o idthinwirade Snlnry sdvanoonmonts

Salary advanosnonts within grade aro of two typona

e Poriodio pny inoreasos rndo in accordanco with the
Fodoral Iployses Py Aot of 1U46 which providou inoronnes for
employoos having 12 ronths contlnuous sorvicvoe in grades in which
tho conponsation inorenonts are loss than 200 por ennmun or 18
months continuoun survico in grades in which thu conponsetion

\e

inorononts aro £00 or aore por annun, providing

(1) That no equivulent incrounno in camponsntion Lop
any onuse was roceived during such puriodg

(2) That an officor or cmployou slnll notl Lo ade
vancod unloss his owront officiondy rating is "Cood" or battor
than "Good”;

(3) That tho service and conduct of such officer or
oriployvo aro cortifiuvd by the hood of tho dupurtiont or ajenoy, or
such of fivial as lw uny dogdihato, an being othorvise catinfactory.

Ve Adinistrativo ineronsop pivon in rarc cnses for
suporior ncoamplishment or whon justifiod by spocific oircurstanccas
The edoral Mmployeos P'ay Act of 1048 providos thut, within the
linita of availablo appropriationz and ng ravmrd for suporior nocome
plishrionts, additionnl yithin=rrnde componsation advancoments may be
mado but any such addd tional advancernonts shall not exceod ono abop
mnd no omployee ashell he olipible for nore than ono additional ade
vancamont horoundor wvithin each of tiw tine poriods considerod for
poriodioc pay inoronsouss

2e Pranofion to 1Wphor Grado

ae CI0 onployoos will bo promotod within thoe irenoy to higher
grodos whon suoh vacancius goocur, subject to tho follovwing conditions:

(1) A vnoant position of higher classificntion must exinte

(2) Tho individunl nust moet qualifications roguiromonts
of the position for which ho is boing rooormondod in
accordance swith the stindardas establishod by tho Civil

Sorvico Commisaion or hy CIf.

(3) Promotions of more than one grade highor than tho grade
hold by the cmployee at the tine of the roquost will
not b reccunonded,

(4) Tho following tablo speoifios tho tine in grade roe
quiromonts which must bo net prior to the initiation
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af notion recorzamuling o proaotion:

P )y JAF Cre TINE IN QRADE
1 1 1
o 2 “ 3 lontha
J 3 3
4 4
[1] by b
1 4] U] 4] ¢ Moriths
Y7 0 k4
a2 8 7 8 9 Monthy
8 9
2
k3 K
10
4 11
I o 12 Months
4] 15
T 14

be Recormundations for pramotions will be nndo on Form loe $7-3,
vhioh will inoludo n ptatenent that the roquiremonts sot forth above
have boon rnet,

e Ho excoptions to tho provisinong of parapraph ne nhove will
bo pgrantod vdthout the apocifio writton approwl of tho Director of
Contral Intollipence.

3¢ Chango Lo Lovor Srade

fle A chunpo to lowor prade rwy bo rade heomuse of roolapnifie
oation of position or beesuse of fallure of any orployco to adequateos
1y cnrry out tho dutios and responsibilitios of his assipned positions
Ir an amployoc io aonigned to a lowor prado beenuse of nn"Unsatisfac=
tory" effiolunoy rating he must bo paid at a rato not in excess of tho
rdddle rate of the lowoer pgrados

4e Routines amxdl Ilocords

ae No notion 1a required on the part of 0ffioce or Stuff
Soctions in effvcting aubunatic withinegrade salary inoronses of
onployvess Tho Persomnol Division will maintain adequato rocords with
rogpoot to olipibility for withinegrado increnses and will effeoct
necosnary actions without any rgquoat fron the 0fMce or Staff Sections
Hawover, tho curront efficionoy rating and conduct resport must be oh
hand hefore any notion ig takens

he Requsata for Promotions or Chango #0 Lowar Orade will bo
initinted by the 0ffico or Staff Section concornod on Form Noe 37=3,
Porsonncl) Aatdon Request, procosgod by the Personnel Division, and
aftor approval of tho Chiof, Persormal Division, the nocesnary action
will be takene

CONFIDENTIAL
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B 0 S ONTDENTIAL

le Tremstora fron othor U, 5, Arconoieo

In affoctlin; transfors of waployoun Crort othor Us Se agomodos,
approprinto netion will bo rude by tho Torsonnel Divinion in aacords
anco with the procoduron outlined undor "Rearuitmont" and® Appointe
ront" (CI0 Adninintrative Instructiong o)

RS,

Ze Tronafors vo othor is e Aronclos

Whonover an onployeo doairos 4o transfor Crom UI6 to anothar
a;enoy, he will notify his isodiato suporior far anoush in advance
(nt lonst 16 dnyn) to allow oulricient tine to scours a roplacononty
Tho OfTioo or Stafl Sootion will rofor the triployoo to the Porsonnol
Division for arrangenonts reparding propor clonrancen, oxit intorviows,
01':0.

Upon conplotion of the transfer notion, the Oficind Vorsormel
“oldor cunteining all doownents of pyrmnnent rogord, oxcopt thoso cone
idontinl to CIG, will be forwarded to tho now omnloying agoncy. The
Porsomol Division prior to tranaforring tho 02fiecinl “orsomol Folder
will sxtraot all tomporary rocords and all records which are confidone
tial to CIO and will mnko a roasord on the onployoo's sorvico card of
tho «dnte of the tramnfer of tho @ployeo, the date of the Lranmmitial
of the i'ormonnoel Folder and the nnne and loention of the npsoncy to
vihioh transferrade Subgequent roquasts to CIG for infowmmmtion Topnrde
ing an omployoo who hap $ransforred to anothor ajoncy will be forvmrdod
for roply to the Aruncy to which the ampluyeo lng troansforrede

Se Trousforas bhotwwon NLf5co ar Staflf Sgobions Vithin CI G

2 Porsonncl amployod by or amsipnod Lo CIG will not be POre
nittod to soek a position or aggigmant in anothor office of CIG withe
out the prior writton apprownl of the Assistant Iireotor, his Doputy,
or his Ixecutive Officere An onployoe secking reanssiznnont will pro=
paro o rmemorandum to tho Chiof, ersomiel Division roquosting that he
be considerod for ronasipmont to a position for whilch he is qunlifiede.
Tho roquast st be approved in the mamier outlinod ahove prior to
submicasion ‘o tho Persomicl Divicion.

be Similarly, offices will not intorview or peck tho transfor
of porsomol assiped to othor officos within ¢JG unluas the individe
unl presonts suah written permisnion to gook n new position or assigne
nonte

Ce In all casges n Fom 37-3 will bo initiated and forvmrded to
tho Porsonnel Divinion by tho Office or Staff Soation to which the
onployeo is boing transferred.

%mw“m&

 CONFIDENTIAL
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4o Trannfora involving Chanpe of 0fLf3icinl Stntion

The authority to trauafor olvilian wmployoes from ong officlal
ptotion to anothor and tho payment and rolmbursowent of wll) oxponson
inoidont thoroeto inoluding travel md the Sranaportation of nll housoe
hold poods ond offects mnd dopondents of couch enployve hus boon dolo-
gatod to the Chlef, Porsomnoel Division.

vhonover a change of officlal atation of un anployec lo dusired,
tho 0f1leo or Staff YSvotion will nako a request to tho Porsonnel
Mvision on Form 37«3 at tho swio tine that o roquoent for travel nuthore
ization in nado on Porm 84=0 or 36-23.

The Porsommol Division, upon recolpt of Form $7-0 will, nitor
chooking to ascertain that tho transportntsion for the eployeo hro boon
olearod, proprro o Tpansfor Jobter Authorising Corrment Chanpoe of
Of fiodel fHtntions Thoe lotior will contuing

ne Authority for tho umployoe to change his official atution
and for tho paymont of the oxpouson incident thoroto.

Ve Whore applionblo, authority for the omployve to transfer
his houschold poods nnd offoctn and to obtnin rolrbursemont thorefore

0e ithere applicublo, authority for the transportation of the
enployea's dopondonts and relmbursonent thorefore

de In the cnse of purnanent transfers to ovorsonn atationn,
authority for fho pavront to the employss of quarters and cost of
living allovanco or spocinl allownncos or gulary difforontial, whoro
applionble,

The Tranafor Letter Authorizin. Poyranont change of Ofricial
Station will be propared in an oripinal and 6 copion nnd distributod
as follownt

Original to omployeo

2 copien to Macnl (1 for Tayroll and 1 for Travel)

2 copics to Transportation (1 for Transportation and 1 for
Cargo)

1 copy to iorsonnel Filese

Further infaornation roguerding transfor of amploycos botwaon
of ficial stationm iz contained in CIG Administrative Instruotion

be Dotnlls wdthin CIG

4o Fmploycos within CI0 may bo temporarily detailod to positions
in tho sameo 1w of work for limited periods to meot omorgency work
situntions (for examplo, the dotail of stenographers and typists from
the gtonographic pool will be made by the Procuwrement and FPlacement

P
e
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Sootion)e Buoh tumporary dotuils nny be nade by responniblo ndnine
igtrative officdals nnd will not roguire tho sulmlasion of Yorm 57«3,

Personnol Action Requuute

Lo The dotail of employves within CI¢ to hipgher prade positions
or to poplitions in differont linos of work aro authorizod by law withe
out chunpo of oivil service or pay status up to a poriod of gix montha.
On such dotails the using office will osulmit Form 37-3, leracommel
Aotion lequent Lo the lorsonnul Vivision, gtating thercon the antioie
patod durntion of such dotnil.

8. Dotnlls to CIG

Civilion amploycos from dther jjovernment azoncios nay ho detaile
od to CIG on n roimbursable or non=-roimtarsnblo busise Upon seloction
of thego individunle by a CIiG 0L7ioca, o 37-3, Personnel Action loe
quest, otating tho duration of suoh detnils, will bo submitiod to the
Porgormoel Division in the ususl mwmores YSuch detanilod porsonnol will
bo subjeet to the samw socurity requirenonts as pormanont CIG porsonnel.
In the ounso of roivbursable details tho orsonnoel Division will provide
tho Maond Section, Financo Divioion with a copy of thou banic agroomoht
to onable the establishmont of oblipntions

Te Notails out of CIN

Deotmils o omployoos from ClE 4o other ;overmont a-uncies will
not be nade excopt in accordance with opocially approved projucts or
upon spuelfis approval of tho Direotor of the doputy Director in indi -
vidual oaguse Olfico or Stall Sections doniring o male guch dotuils
will propure n deotailed explanation and justificetion whioch will be
submittod to tho Offico of the Director for approvel prior o nnking
any actual comdtments with roapoot to suoh dotailse

Tho Versomnmol Division will be rosponsible for offecting the
detuails in accordance with npplicable ropulntionse
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1. Rosipnations

Upon un onployootn deolvion Lo rosign from the Rgoncy, the
Offico or Stnff Sootion will submiit Lo tho Transnotions and Rooords
Joctlon Porm Noe 37-3, Requost Lor Poroomol Action, in triplicato.
All copius of this form will boar the gipnature of tho enploycw and
vwill stato the reason for rosipnation, and the renction of the ini-
tating and approving officor to tho rosipnations Tho ‘erasomol
Divieion then will nmake arrangonts ffor prowoxit intorviows amd
olenrancos and will procesn tho noparation actione

2¢ Transfor
ol ittt

Enployees who havo conpotitive atutus nnd who transfer to
anothor povorment dopartnent or agoncy without a broak in gervice
will not be gsoparated Crom CIO by rosipnation hut by "Sopuration for
Transfar." Howover, cmployves who are on an oxcopted nppointment and
who do not havo conpotitive status will rosipgn from GIG even though
thoy mro to be placed on the active rollu of anothor departnont or
agoncy vithout u broak in sorvices All accumulated loavo will bo
transferrod to that departmont or spomoy i tho position is within the
purview ol tho leave nots of I'nrch 14, 1936 as provided in the Fedoral
Poraomnoel Mnnuale

Je Rotiroment
Tho geparation of all omployees eligible for rotironent under
tho termg of Lho Civil Sorvico Ratirbﬂmmt Aot will ho handlod in
acoordance with instructions contained in chaptor R=u, edoral
Porsomol Hanual,

4y Digquelification

in enployce mry bo separatod for failure to complote tho probaw
tlonnry or trial period satisfuotorily or bocause of information which,
if knowm, would havo disqualified tho employoo for the appointmont,
The Persommel Division will be notifiad of such donditions in writing
and will proaoed to separnte the emploves in apeordance with spplicahla
rogulations.

Be Imf‘fibienoz

An employoe muy bo soparatod for unsatisfaotory porformanoce of
dutiese In auch casos the Office or S8talf Soction concerned will
submit a memorandum to the Persomnel Mvision piving full explanations
and dotailae Tho Persomel Division will prooved in accordance with
instruotions outlined in Adninistrative Inatructio
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GCe Complotion of Vorlk

Upon oonplotion of a work assipnmont on whioh an omployon
is ongnged, tho enploying Offico or ftuff Hootion will inform the
Poraomel Division on Form 37-3 no fnr in advanco an ponoible, and
requont that the onployvo he soparnted or assignod to anothor ponition
in the orpunicatione

Tho TPersonnel Divindon will proceod eilthor to effect o
trannfor of tho amployue to anothor pomition within tho pzonioy or to
procoss tho noparation action,

7e Ibcpirntion

An aiployeo who Lo appointed for a apooifiod or linited
poriod will bo torminntod autornntically nt the ond of tho period
specifiod in hio appointnont unloss tho Offioce or Staff Sgctlon initie
atos n roquost on Form 87«3 for n renewnl or oxtonmion of the appointe
nmonte

8¢ Mdlitary Furloushs

Any Civil Sorvice Mmployvo of the CIG, excopt those sorving
in & temporary position within tho meaning of the Selootive Servico
Training and Service Aot, who entors the armed forcos - in ontitlod to
ptatutory restoration to his former pesition and onn bo placed on
military furlough for the duration o2 his serviees with the armed
forcos,

An omployoo ontoring nilitary servico who desiren to be
plmood on Hilitory I'uwrlough will bo requirod %o pubmit copies of milie
tary orders or any othar substantinting papors to the Porsomel Divie
olone Tho Persomnol VDivielon will thon imsue the sopnration netion in
tho usual nannor,

.

Se leduction in Porow

An omployoo uny bo soparatod fron the fsency beonuse of lack
of work or funds, mbolition of position or ngenay, or reduced Dudget
Buroau persomnel coilingse Vhouover it ia nooessary o separato an
employee for nny of thoss reasons, the orsemncl Division in cogporas~
tion with the Office or Staff Section concerned will detormine the
enployoes to bo torninated or retained in accordance with the preforonce
rogule tions for Reduction in Force contained in Fodernl Persomoel
Hanunl = Rede

10e Disability

An employoo whoso physionl or montal condition renders him
incapable of performing the duties of his position nay be terminated
by adminimtrative noticne Tho Agency will dooide whethor the
employve's condition is of this nature, subject to tho provisions of
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4*—-_‘&'001:10:1 4 of tho Votoranag! Mpraforonco Aot of 1044 in tho

0

‘onso of proferonce olipgiblun.

1o Dosth

Torminntion of an aaployes's appointnont by death roquiros
fornal moparation aotion in ordor to closr tho employoo's records and
to detormino tho appropriate porsons to receive his 'mprid salary,
rofunds, ond oroditn, and to oloar any indebtodness to tho Govormont
ho ey havo had outoiandings

. Tho enployoo's innodinte suporior should adviso the Porsonnsl
Bivision irmodistoly by tho nost oxpeditious comwmniontions facility of
th doath of tho employoo topothor with dotalls ns to time, plaowe,
onuge and clroustancoss. Componasntion Forn Ceie = 2 should be submittod
by the immoedinte suporior an goon ns pousiblo in order that the Porsonnol
Diviston and/ or the %enoranl Counsel nay neke any nocessary arranzoments
wvith tho Bureau of imployve Componsatione

12+ Advoerde Fsport of Invostipgation

Tho sontinued enployrent of any employoo, regardloss of his
oivil sorvice gtatus, in a position in tho Contral Intolliponce Group
is conditionedupon tho rocoipt of aatipfactory report of investipations

An adverse report o investisation which revenls +hat tho
employee in not satisfuotory Ly reason of charnctor or loyalty to hold
a poaition with the govormum® nay bo used as .. basis for roquosting
separation of the employves

13 Romoval for Causo

4in omployve nmoy bo removed on charges of minconduct,
delinguonoy or other disciplinary rengons coverod in the Pedoral Persormol
Yamual, Chaptor C 2, Conduct of G{ficors and Imployuon (Seo Adninistrative
Tnatruction [ - Je

CONFIDENTiAL
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It s tho policy of tho Contral Intolligonce dpoup to aid its
onplaywos in nohioving offootivenous in thoir work through the dovole
omaont of gkills and tho acquisition of Inowlodge that will bo of
bonofit to thon in thoir prosoent pogitionn, Tho Training Seotion,
Personnel Division is rosponsible for organining and econdusting courses
of training for this purposo.

2s Indootrination Coursosn

Imedintoly following tho first wook of omnploymont in CIG nl)
new omployeon will be roquired %o attond o four hour Training Conforencos
Schoduling of confurvnce attondunce will bo arrangsd by the Training
Sootion and the individual anployes vill Lo notifiod of the time end
placo by tho Administrative 0Lficer of the 0ffico or Staff Sootion in
which ho is auployode

de Orfice=-3kills Courges

fe Courses in Stonography and 01rrico~Ski1ls and Tochniques will
bo agonductoed for tho bonefit of ntenvpraphic, olaricul and adpninistrae
tivo omploywes to onable tham to obtain inereagod proficioncy in their
worke

be Typo of subjocts to be covered

All subjocts ponorally considored to bo applioable to tho
devolopment of office akill will bo coverod in thoe projected troinisge
Spooifically, subjoots usunlly idontified as such arc: shorthand, spoode
writing, typing, copy-reading, churts and praphs, inglish, conposition,
otce

Ce Eligibility ror course training

A1l omployees of CIG are oligible to recoive training,of fored
by the agonoye In sone oagos, amployoos will be requestod to take the
training by their supervisorse Those ro uoats will be nndo by the
aupervicors for tho following purposes: (1) ineronse of skill; (2)
inorease of productions (3) promotionnl wnlue 3 (4) evaluation of omployw
oo ability,

4e Requosta for Hpeoial Training Coursos

Adninistrative officials who desire Lo have spocinlized courges
of training oonducted which thoy think will be of bonefit to their
progran should subnit a request to the Training Section, Persomel
Division setting forth the following information: (a) mumbor of
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enployoos to he trnin&, (b) typo of training roquired; (o) Lonofits
axpoctod as a rosult of tho training,

Ge Goummlix& Sorvico

e Advhoo and mnsistanco will Lo given to maploycons who dogiro
to onroll in spocinlized treining, special courses, or wxlerpgradunte
and praduate training in uwlvorsition.

be Tho Traindng Sootion will alse intorview snd audvise omployoos
who dosiro entrance into fodornl training programs, and will numke inal
soloctions of upplloants compoting in tho Federnl Administration Intorn
Training Progrome

Ge Infornntion about couwrsos

Training schedules sotiing forth the types of coursos o be
oonductod and the oponing and cloning datos, desired qualiScntions for
intorostod applicants, and the procedure to % followed in enrolling
will bo loguod at appropriate times. Spocifio quordioes may bo directod
to the Trodning Sootion, orsonnel Divioion,
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Tho Modioul Seotion, Porsonnel Divinion is rosponsiblo for
investipgating and unking rocomondations concerning sanitary and
hoalth conditiona in Cl0 buildings and ingtellntions in Washington,
arl for tho oporation of tho CIG Disponsury. '

1 2¢ Opuration of tho CIG Disponsury

. e ilitary Yorsonnel

idlitury persommel and tholr dependonts noy recoive medical
and dontel troatnont, physionl oxominations and lmmanication shots at
tho lloadquartors 4spensnrye

The following typo of treatment facilities are nvailablo at
the ifondquarters Diaponsury for the treatnment of military pergommol
and tholr dopondonto:

) Connultation loem

) Dental Clinic

) Cenural Troatmont Room

) Laboratory (For ¢limicnl studiocn)
) Pharnacy

) Physio=Thorapy

) Xeray Room

be Uivilian Porsonncl

Tho Headquartoers Dispensary will provide t ho following
sorvicea for civiliun employvos of the CiGt

(1) Rondor troatnent for illness or injury ocourring to
amployess in lino of dutye 41l injurion occwrring to an employee, no
matter how alight, should bae reportod to the imurpgency Rooti

(2) Make physionl oxemination of all new employcos reporting
for duty, of omployoes prior %o ugeignnont to overseas duty, and
inmodiantely upon return from ovorgeas dutye

(3) Give immmnization shots to all oivilian omploycos prior
to oversena assigmmente

ge Hours of Dispensnry Sorvice

The hours of the Disponsary conform to the roguwlar office
hours of the CIG in Washington, that is 0800 to 1630 Mondny through
Pridaye Tho schedulod time for various types of treaimont and service
is as followss -

Wwidl i
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Slok all) Q030 to "GN

Dontal Siok Cull 0900 to 10w0
It sations 0900 o 1600
orgonny Trontuent - Q050 to 1450

Je Imorpgonoios during: 0Lf=duty lours

Qe l(ilitulz

"roocood in asoordunco with ''D Mo lNoe 40=506=2 (Soo sordng
map nttached Gwreto)e

be Navnl & Murino Corpc

Ropors to Havy Disponoury, 18th St and Conntitution Avuve Neife
Ve Civilian
In onmos of PRI LIMNECY onll “rovidence Jloopitnl ,TR=2000,

4e Modicnl Fxamination of Cafotoria iyployoos

Civilian omployvos of tho A3I Gnfotoria will bo dven an annunl
choot (=Ray) exn.dnation at the Hondquartors Dispensary,.

Ye Civilinn Compongntion = Injury in linc of duty

fe All civilian owployuas of Tle 3, foverment who sustain injury
in lime of duty are entitled Lo nedical, surgionl and hospitul troantmont
by the Sovarmmoent in asoordance with provisions of U,S5, Eraployoo 's
Compensation Aot of 7 fopte 1046 am umondode Trontziont for such injury
nust be obialned from a Ve $, fovermont Hodienl Officor and hoppital
if practionblo, by physioiars and hospitals dogiznntod by Buronu of
Irployea's Componsntion, Fedornl Security Agoneys

be Any injury austained by an employve should bo rupox;fnd to his
immediato suparvisor within 48 howrs on Forn CA-1 (Inpleyoetn Notice
of Injury otc.)s This form togother with supervisor's raport propared
on Form CA-2 will be sulmittod to the CIG 0ffico of Genoral Counsel to

ba filed for reforonce in svent of future claim of benalitoe

Se It is important that roports of injury bo made in the apoci=
flod timce Fallure to do s0 may result in disnllowanov of an onployeo '
olrin for componsation benofits.

de Civilian omployees who aro injured in porfornmnce of duty
while in the U.3., but awmy fron Washington, DeC,, should moours tronte
mont at the nearest Govormiont facilitye The snployee in such onge
whuld irmodiately notify his (her) superior in Washington who vill cond
toot the Offico of the Goneral Counsel,

es Civilian omployeqs injured vhile stationed at an ovornoas

CONFIDENTIAL

Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2



25X1A

YIS L,
GUNF B
Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2

poot nhwuld seoure treatmont at tho noarant Us e Covermmont facility
avnilablue If such an umployon is injurod or bwoonos siok in porforme
nnoo of duty, the Chiel of Misnion shall nmnke such arrmngawnts for the
pationt's Lospital onre wmh are appropriatos

fo If Anjury results in inoapacitation of tho employve for a
pordod of timo and partinl or completv dianbility and redicnl serviocos
or hospitalisntion is required, or tino rmq/or waros are loust, & olain
for oamponpution bonofits nny be {llod on Form CUA-de

ge Tho loud Murso (lkae 1276 Quo Bldge) may ho contmoted for
full information ooncarning an employoo's riphta undor tho Federsl
Componsalion Aote

CONFIDENTIAL
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le (irievances and Complaints

ne Gonoral

(1) It will bo tho rosponsibility of tho Personnel Relations
fivotion to advigse on griovance natters, ansist in tho developmunt of
conatruotive day-toeday work rolation® ships, and assemble information
nooeasary to oquitably rosolve complaints and related problems,
Conditions nay ariso which will romult in dissatisfaction and rosente
most on tho part of omployeus. A standnrd outlot must Yo provided for
such problams, and to give onployoos an opportunity to seek adjustnonts.
linployees will be encouragod to sook answors to any quostions and nolue
tions %o any complaint or griovance without rostraint, interforonos,
coeroion or reprisale

(2) Adniniatrutive officinlus will adviso supervisory pere
somiol of their roaponsibility in makdng sure that all poraomnel am
fully informod of thoir rights and privileges undor those provieions,

(8) Appouls of officiency ratings, deoisiuns on tho olnsge~

4floation of poaitions, and involuntnry soparation during the proe

bationary trial porioeds basod on inmability to porform the required
dutios, will not bo subjoot to dinposition under the Appoal Doard
Frovigionse lioithor will this prooedure be appliod in making doolsions
on adninistrutivoe actlons involving susponsions, involuntary soparae
tions and romowals,

{4) A complaint or grievence 18 usually an auployoo's ox~
proasod foaling of disgatiofaction with rospoot to his dby=to-day work
rolationships, working conditions, or status of amploymonts. 3Such probe
loms or misunderstandingyg are personnl %o an individuml orployes, and
thoir solution usunlly aff'eotsz only the particular emaployoe involvede
A distinction between individual grioveances and matters involving
gonoral issues which aro generally oonsidered by manajament or groups
of individuals is nooessary. Problems affecting genoral vorking oonw
ditions or matters which havo broad epplioation, invelvin; gonorasl
policy or admindatrative practiooss, are not appropriate for considere
ation urnder the griewunce procsduree Requasis and inquiriecs which do
fall in the oatogory of priewnnces, should be referred to the asployoe s
irmediute mupervisor for dispositione Deoisions and roasons for action
takon should be given the employee promptly and in adequate detaile

be Logal Aythority

Exocutive Order loe 7016, dated 24 Juno 1938, provides that
the Personnol Director shall ostablish a CGriewunce Procedure, subject
to the approval of tho head of the agency and the U, S, Civil Service
Coxsinsione The Director of Central Intolli;ence and the Civil
Service Carmission have approved the following proocechure,
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oe Appliontions of IProcodure

(1) ™is prooosdure will bo applicablo to nll oivilinn eme
ployeon who have complaints or grievancon whioh ure personnl in naturo,

(2) An employoo who has ocomplotod lids trinl or probaticnory
period and is boing soparatod for inofficioncy, will havo tha right €
apponl under the Appoul Donrd (riowmnoe imosodure.

(8) Employvos who nre terminntod for cause, such as doline
quoncy or nisconduct, may exoroimo their right to apporl suoh ronowe
al under the Appoal Donrd wrovisions of $his Procedwra,

(4) An employos rny not use tho Griovanoce of Appeal I'roceduros
as a dolay in tho appliontionsg of adninintrative aotion or deoinionse
This doos not; preclude hearinga which will ho afforded an mmployeso prior
to disciplinary aotion or asdministrative deoimione Such hearings aro
soparate mand apart from the apponl rights of the Grievanss Prooedurce.

(6) Employnes aprinst whom compluints or gricvancos are
brouzht shall bo piven tho same rights wxdoer this 'rocesduro as thono
acvorded tho omployee originating tho compluint or prisvanco.

de Steps and Channols

In ordor that prompt nolutions of complaints and prievancos
nay be given, the following table and stops in the Proosdure ure ontabe
lighed for chamoling gricwnce rabtterse It is assunod that intermods
iate supervision will bo consulted andg informoed relntive to astion on
cases involving employses under tholr general jurisdiction.

Frat Stage
Sacond Stage
Third Stage
Fourth Staje

Imnediats Suporvisors

Branch Chief

Aspistant Dyrector of 0fficoy and
Dirostor, CIG

[ I A

(1) First Stage -« Imiodiate Suporvisors

Tho omployos shall first and sRlways take up with his
Imodiate muporvigor, orally or in writing, any quostion, priewance,
complaint, misundorstanding, or sinilar difficuliys Hs may be nocom=
panied by an employss from his own office, who may sorve as witnosd,
Tho supervisor will allow tho euployee to state his onse fully and will
promptly and objectively invostipate the situmtions A brief rocord of
the case will bo kept by the irmodints supervisor for his own informae
tion and for posaiblo roforence should the mattor bo reforred te high-
or authoritye

(2) Second Stage = Branch Chief

If the nattor is not adjusted to the employse's satise
faotion at the first stage and tho euployoe dosires to appeal, he will

AR e

Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2



25X1A

{‘{T‘ﬁ- rrr*r-lq TR

c B RATIVE INOTRUCTIOLE
I ku;gg?g\’/‘eg';o‘}-%e ggggZ 0110910é :%}I‘AgglgPéx?-OOTZSROOM00010001-2 -

subnit his ocaso in writing through his inmedinte supervisor, who will
forward tho original to the lranch Chief, wid n copy of the appoeal to
tho Chiof, Personnol Divislion, Clle Tho Byanoh Chief will give the
suployoe full opportunity to explain his problem personallys Tho oum
ployee iy b accompanied by not more than two CI0 onploycos of his
awm choios, vho smy bo hoard as witnosness Tho lirmnch Chiof will obe=
tain all pertinont faots in thoe onno hy conaulting with other porsons
conaernod having knowledpo of the circumstrnoese A writton rooord
wil) be rmaintnined by the Brunch Chief, inoluding a sta:ement of tho
grieovanoo, the namos of porsons concernoed, the namos of those with
whom the mattor has boon dincunsed, a suwary of findings, and & ptatoe
nont of notion talene The employse will bie infornod in writing of
action talen aftor full considoration hao boon given thu onmae A
comploto onse rocord will be formmrdod to the Chief, Persommol Division,
and to tho Peraomnol Rolations Hoation.

(3) Third Stage = Assistant Director

If tho mattor hna not boen sottled to the satisfaction of
the employeo ai; the gecond stago, he may address sz appoal to the
Ansiotant Diroctor, CIG, in the Ofiioe ovncornode The request will be
forwardod by hand through tho Branch Chiof to the Chief, Porsomnel
Divinions The Chief, Personncl Division, will forward the appeal and
oano rocords to the Assiatant Director of the 0rfices Tho employvo's
appeal will roquost that an impartial Advisory Appeal Board bu ostabe
lishod to hoar his case, and will stato tho name of the porson he
soloots for Braxdl Mambore Upon recoipt of the roquest, the Assistant
Dirootor of the Office will namo a Mumbor to tho Advisory Appoal Board
and will immediately notify tho Chief, Porsomel Divinion, of suah
zolections The two nmembers naned wAll apros on and appoint, & third
membor, notifving the Chief, Porsomnol Division or such smoloctione If
an agrowent cannot bo reached as to the gelootion of the third membor,
tha Chiof, Porsonnel Diviasion, who autormatiocally servds as chairman of
the Aqvisory Appeal Board, but in e non-voting capaoity, will seloot
the third member to tho Hoarde The Board, therofore, will consist of
four Members, throe of which will have votin; stet use lMomborahip will
be restrioctod to employeos of CIGe The Chiof, I'ersommel Division,
will maintain absolute impertiality in hie servioe on the Boarde Ilis
rosponsibilities wrec to adviso the Soard as to proper prooodures and
rogulations, to gee that proper records aure maintnined, end to insure
oxpeditioun handling of the omsoe

The Chairman will convene thw Board which will investigate
the oase promptly, roview all pertinont papors and hesr all persons,
or regeive sush ovidenco as the Doard, by majority voto, detorminoa
noconsarys All nembers and the employes will be prosent when a hoaring
is held, and tho employoe will be given ample opportunity to present
his came, Ho may be acompnnied or ropraosonted hy not more than tweo
enployoes of his owmn ochoico from CIGe The employoe will notify the
Chairman of the Board in writing of the names of such represontatives
prior to the ti-e of ths hearinge The Chairman of the Board will make
nooessary arranganents for the .omplm rocording of all prooeedings

iespr e
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for ndminintrative usue Upon roquest, this report will bo nade
available to tho employose A writton report, signed by the threo
nonbors, and inoluding u statonont of findings end rocounondntions,
will bo rultaittod to tho Ansistant Dirostor of tho 0ffive, but will
tdve no indiontion of individunl opinions or recamendationse If m
complote spresmont oannot b ronchod, a nejority dooision will he
bindinge The Apointunt Direotor of “he 0ffico will romder n nrompt
decision and will inform tho euployvo of such doaision in writinge
IL tho enployve is digsatisfiod vith this deoigion, Lo nay npponl to
the Direetor of Cexbral Intollijoncoe

(4) Fourth Stage - Direotor nf Contral Intollijonce

Tho vmployoe will Pforward his written appoal to tho
birootor of Contral Intelliionoco, following the swue procodure na
outlined in tho third stagos The Chief, Porsome). Nivision, vill ect
in the nwe orproity a8 outlined in tho third stagoe The Mrootor
will male @ oaroful amd Lapurtinl roview of tho rocordse If hearings
aro doenod nogossary, the emwployss will bo heard snd may have roprosent=
ations The written deoision of the Lirector will bo fina) and tho omse
will bo connidered closeds Completo roocords of the case in all ntegos
will be meintained in the Vorsonnel Relstions Sestion.

ve Conduot v’ Appoal Boardg

Appeul Bonrds will oconduct meotings in an informul monnere
Thoy will not funetion u3 & Judiciel or trisl bodye Appenl Boards
will be eatublished for the purpose of ndvising and asninting the
spproprinte authority in rondering n fair and unbinsed ducision basod
upon information and faots, and to advise the propoer authority of find=
ings and rocommendutionss Thoe mmployeo and witnowgses iy bo subject to
quuationinge Howevoer, “erosg-oxuminations" snd teohmical “objootion®
to tostinony by Board Members will not ho toloratode All prooccedings
relativo to tho Cricwance 'rocedurc will be curried out on official
Govorment time and during the nérmnl work deye Schedulod time off
will not be prantod the employcs or his follow=workers to propare his
cRB0e

fo Tiwmo Linitations

Docisdons af the first stapge will be roachod within threo
working deys; at tho gsocond atage in not nore than six worldng donyng
at the third and fourth stages 1h not more than ton days oache If
for any ronson tho dsoinion in dolayed, the emplewoe will be notified
in writing of tho dolsy, ronaens for the delay, and tho decinion date,
An employeo will be allowed ton working days to appoal the deoision

! rendered at tho first, secornd and third stages. An sppeal of separa=
tion or rerowval will bo made within fiwe working days from tho time of
the employwo's roceipt of the offioin) nutice of the actions

ge Exponse and Travel

Travel or any other oxpensos which the amploysco, his
roprosentative or witnossos, might incur in conneotion with attendanoce
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Whieloney ratings avo regpulred by Loy snd the uniforn of Cleloncy
rut,’m{v r:y:sb"m proculpetod by tho Civil Servier Comxlasion, and folloved
by CIG, Lu an ondeavor to earry out tho fotont and spirdt of the L,

Lo Donorad
a,  Tho law roguirog Lhel elficlengy ratings be talen into
aceount In case of m'mmt‘oxw, within greado sadary inerousoes,
donotions, dimlasols for Invfilcloucy, and in dct.um:i.m.:q, the wanploysay
1o be rotulned whan a prograa of roduction in force is Involvad,

be Anlido frem tho legal wspoct ol erficioncy ratings Lhere ure
aquially feportunt roezsons for porisdically rating bhe work periormauneco
of amployeots For oxanple, offficicucy ratdnge afford a means of
oducatdng supervisors in the neccssity of obucrving tho work of thoix
wployous and establdshing falr and equitable standards of parlorasnco,
Haraover, thoy provido supcrvisors wlth an u:g:xpurt,wxity of tuking
perdodic inventoaries of the work performance of thelr employees and
making objuctive ovaluatlony tharef, Lfflclency ratings are an «dd in
developing the employve in hiy position by muking him famdldar with
the standards of work required in & posltion, wn! by informing him of
howr he mesgwres up to those gltandards,

2. Types of offlelenoy allngg

a2, Officiald jiatings

Gfricial rabings will Ik Lhose wulings which dare rejpuived
under the effi ci.uncy rating spebon ond will be mede on Shandard Form
Ho. 51 Mionord of F‘“iriuncy Raetinell There are these types of
viileioncy ra ”'z*m;: doplary Frobubdonad cmd Spaclale

@)

Hopular Ratings

regular rotings will be propared as of Morch 31 of
cach year for cmployces o have complotod thedr tedlal purlod und who
have worked in tho agemey ab leawst ndnoty (90} calendar duys in the
grade ol the position held on Muxrch 31, 1947,

(2) Frobationsl ratings

Officdal provational ratings vill be mude prinsdly
to asalst in determining whethor employecs who serve in probational
periods should be retained or geparsted because of failwre to qualify
ag part of the exaiination procoms. They will bo made sixty (G0) days
prior to the end of such periocdss
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(3)  peclal natines

Spocial hatdnro w1l bo sreperod vhenover i1t boeonus
nacngaary Lo elfect an officlal action such an when an employor Locomos
pldgtble for a wlthin grade salary fncrsaso aud the aaployos coneornsd
s ne carrent efrtoloncy rativg on Alee

be Ui loial natlngs

Unofidelal ratdings will be propaced only as o baols for
canmidoration for Lubuar officlul ratings, They .y boe made whon rutings
are dogired vore frequently than once & yuvar far adadnistrative surposcs.
such ratings do not constitute a met off the enployvols o ieial record
and will Lo retadned and wsod gsolely by the orficisde ol the OCfice or
ctaff mectlon prepaping Lho rating, An employee sy not weorcise the
right of asvend irom such ratings,

Je jiatings and Heports

£ Rating Officialls -osponsibilitlos

Ufficial ratings oot rofloct fadrnsss and justice resuli-
ing from cureful deliberation and sound Judgment. walustions must be
baged only on the wctuad work perfomance of the erploywe ovar Lhe
enbire roting porded and act on any obher considerationg, ach lanent
markilng on standard Yorm No. 51 should roflect an honost evaluabion of
an emplopeets porfomancs of e agsicored utico.

Ve noviewing Ufficialls degponsivilitles

cltedency ratings ohould e censcivntiously revicvod and/
or roviged before wubmitted to the fliclency naidng Comuilee fop
flnad review and suproval, crch rabing showld be examined by grade and
clasg to Insuro rwropor uwnlform application of standards. In cisas of
dsagrecsant the reviewing of ficial should confor srth the rating
offleiuld balore uskdng any changes in the clommnt uaridngs or the
adjuctive ratings, hora cgroenents ean not hs veached the rovieving
official will ruke the necessary changes in red ink without crosaing
out, defacing ar erasing the marks of tho rating officlal,

Ce Ificiomcy iting Commitiee

The Mticlency hatding Cammittos will act in a stas¥
cazacily for the Dirsctor of CIG wnd will bz rosponsiblec for the admine
igtraiion of ofricial ratings. In this comection it will prrfarn the
following functionss
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(1) The Cowddttea will rovicw cach rating form No. 51 to
apcurbadn Lhat Lthe vatdng odemembs weo proporly solocted and that the
robing s the Lozicol remlt of the cdeasnt maridngs,

(2) The comslttor will study the ratlnes to ascortedin
that ratdng standards and porforpangs rojqulroconts apo andfem ingofur
as practicals The Comlttes will conior wilth roling and revieving
orficlals when it As Lfolt that individwal oo pgeoups of rotinga tawve not
bean peeperly oraparcd,  chore reviewlng ofriclols Padl to nake fustie
Liablo Judgents in eabings 14 2hadl bo within the nuthority of the

swatbtee to aduot tho ratings wocorvdnoly.

(3) 7The Comaibbes will ausiel the rating and roviewing
aftielids whenover possilide wand Lbs responslid ity will exbond theoghie
oub all of flcen whoye amploy.es arc cosrded on the G149 nayrell,

Le opoert Lo wud Ingpection of putinge by tmpluyees

Kotice of rogular, probetlons] and spoolal rabingy will be nade
on standwd form Noe 68 wnd a copy dulivered to the ewployes. Under
civil servies vopulotions amployoes may inspect tholx ruports of of fie
eloney ratinge and will be so ndvised ab the time they are informed of
thide ratingn. Umployess arc pormlited :lgo Lo ingpect Lthe final
rutings (but not the rating Fora No. 51) far w11 waployses in ©I0.

Se ‘ppeal Froecdure

The Combral Intellipence Oroup has a legally constituted sowrd
of 2oviow which panses on appeals from etfNolency rabinges.  ~Lihough an
omployes who o dlssatisfiod with his efficilency rating may tubke his
unpoeal directly to the iward of hieview, heo shonld be encourazed to
follow adminlstrative procedures in endsavarin: to offect a change in
his rating, In this comnection appealds to the rating and reviewing
officiads awi Lo the .flicioncy Nitine comuiitec shall congbliute uaa
of admdnistratliwe channela,

e appeils bo Habdng and Reviewing O i inls

“he amployee will first discucs his grlievances with his
rating and rew.owing official who may if the circumetances justify
agend the report of eflicisncy rating by informing the ifriciency
ieting Comuitice in writing of any desired changes. The Toiciency
hating Committeo will review tho changes recommended and, if satisfoce-
tory, will issuc an amended Notice of Erficlency Ruting,

by Apueals o Efficiency hating Camitteo
~lthough the employus Wwill not be reguired to discuss hds

griovances with his rating and reviewing official he should do so before
taking the appeul to the Rfficlency Rating Committec, In any ovent
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apprals to the Committec must be made vithin ten (10) days frou
racoipt of Notice of &fficiency Ratinge in cuployeo must sutmit o
written appeal to the Lfficioncy hating Comdtiee setting {orth the
rougong Lor appeal and whether or not he wiashos to appoar in person
buforo the committee Lor an oral houring. Tho Xficlency Latdng

Comud ttoo will obtadin all nocossury informutlon and review all facts
roeluting to the employeo!s officivncy and notify the employve of ite
deoision within thirty (30) day's of rocalipt of appeals If a rating or
roviewing officlal, during the sowsc of thu cayditeots doldlberstion,
dasires to initlateo a chango in tho awpellamtto rating he will be
permittud to do v0e

¢o Approdo to Doaxd of Reviar

Althowrh the employec Zs nob rojulred 4o sspoal Lo tho
foiclency dating Comulttoe he should bo encowaged o o so bafore
taldne an anpoal Lo tho noard of juviewe In any eventy appodds must
Lo made in weiting within nincty (YO) days of the dato the notlce of
the rutlng was dellverad to the wployee., Thu efficiency rating teche
nician in the porsonnel kelations Section will adviac omployoes of the
procedure to te folluwoed in tekdng appeata o the Board of Keview,
This informatdon will be given to tho esployess with their netice of
oiTlcial officlency ratinge or upon thelr rogucet,

He  dgndficance of ifficiency jatinge

25X1A
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he Jadiry Increase und rromotion

The salary advancanent ict (automutie within grade incroasvs
undor rublic Law Ho. 200, as wsded) provides for sucdessive calary
advangonents based on geveral factors one of which is officiency ralings.
Hatinge of "(ood" or bettir pormit permit pardedic salary advanccement
by wsuceessive stops up to and including the top rate of the grades
Ratings of teadrt do not permit swlary advancosont within the grudo,

In accordance with administrative pollcy omploycas whose efficloncy
ratings are "Fair® will not receive pramstions unlesa the promotions
involvod rongssignnants to other Mnas of work for which the amployacs
are nore gualifioed,

- SPLOY B UL

1. Goneral
AR

Tha parpose of the ¢mployee counnelling prograa in ¢IG is to
Lnprovo norale and efficiency Ly madntuludng eloso contuct between the
purgonnel stuff, operating oflciale, employuos, and supervisors,

It wild be the polley of CIG Lo recopnive an amploycuty desire
to tadk ovur certedn probleoma with someono othor thun hig lmacdiate
guaporvisor wnd the.Yopun dear® principle will be in effocty a counsellor,
who can bo upproachoed easily and on an informal and friendly busls, will
bo avallable al all tiness lvery offort will be nade Lo facilitute Lhe
adjustment of the individual by helping ldn to understand his omm
difficulties on or off the job and Lo solve them by hims.1lf, The
cenployoe welfaroe progran will ;novide needed infarmation concerning
interprctdion of policies, programs, and repulations, and employcog
will be assisted in ouch matters as housing, trunsportation, nedical
care (oroup Hospitaldzation) and financlal sroblons.

troup instructions will be given to all now omployees, Howe
wver, additional explanation and interprotation of particular items
are often necessarys Therefore a personal interview will be conductod
with overy new smployce to inswre that questions do not go unanswored,

2e¢ FPro-ixit Intervior

4. The purpose of the pro=wxit intorview will be to determine
the facts swrounding the resigation of an employee in advance of the
actual separation. In many instances a decision on the pert of an
aployee to resign is the remilt of a miswderstanding or a lack of
infarmation regarding regulations, procedures and administrative
policies, In a situstion of this iype an employ:e may have aselsbance
from his superiors or an employ-c counseilor in making a final dotore
minations A pro=wmit intervier will provide tho employce with an
oppartwxity to stute his reasons for resivnation or to discuss any
problems which may have influenced his docision.
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Ve Who ulidico ar baff dectlun wlll propire romm 73 two
wo ko in advance of Mo cuployvels gsopiration,  Thoe reason fof rosige
nationy the resction of the Immodlate supuvleor i oty responsible
officiala to such action will ba Mlly cutlined wwier "xtww.r.us{ﬂ on
Farm 37=3 whileh will be famwrded tharcueh Traactions and joecards
seetion to the iersonnel lelations Sociliune The waployse concerned
will bo schisdulod lor o pre=wdt dntorviow and Vhe corsonnel nelutions
sgeblon will proceod in the followln: nunners

(1) 1L foets concurndng the reasons for sepuration will
bo ocbtalned and 1£ 1% appears that an undesirable wvmployso rolations
gitaition exists tho cago will beo dnvestigated and reconnondationo for
corrcetive neasures will be made, Such aclion say rosult in Lhe
retontion of o deolradble cmployuce

(2) Ir the waployws rogigng, arvangenonts will ve uade
far the wnployeets norgomel folder to Le fawarded fo the Securlty
Mvision four days prior to the date of soparation., e foldor will be
ruturned to the Yransaelions and jecards section twoe diys pricr Lo the
date of poparation,

3y  diteInterview aond Flnal Cluearawe

431 enployren lonviny C1¢ will be gdwen an atdb-loborviar by
vne dorgonnel Hoelatlong Section oven thm:,;h @ pre-cezit intorvioy hos
becn conducted, Thig lnterview will be given on the last worklng diy
or s near theruto oo pructicd. The amployoe will be given an
pppertundty to state his reaction wnd cxpress s Lfooling towmrd the
Azoncy, hs superior and his position., juestions cancurning his oivil
gorvieco atutu.,, future enployment or agy obhur questions of a pr@sonal
natwre will be wgwered. Tho {inal clocsrance shoet wlll be j.n. tiated
in the Persconel Lelations section simultanvously with the cenduct of
the wdt-intarviar,

Lo Recording Interviews

Yorn 3T=13, k‘ersarmul Relations Intorview iecord, will be
mrepared and malabadned for cach intarview given to provide & private
and informal record of the employvels problum or imtorviev. Fostings
wild be made concerning tho nature of tho pituation and action taken
by the counsellor or any cther poarson to whom the casc hns bean
rcferreds '

Se [ulletin Roards

2, Mlletin poards located in all buildings in cilg will
perve ag an additionsl media for ringing information ol generel
intersst to the attention of amployess, Infamation will not be
placed on the Bulletin boards unless it has the approval of the
Persomel Helations section. Inforaation will be placed en bourds by
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caplegroes who sarve aa roprogontutivos of the porcsomoel nolalions
wackion and vho have the responalldlily Jor aadntainence of such
bosrds dn o oxrrant and ordordy ruaonor.  Duployoos of O3 are
onoearazed 10 subntt Informetion which Lhoy fowd will be boneliciud
to all perosoneal to tholr rewoscntalivas, supotvisors, adaloletrallve
officials and tho ersonnol iolatlong Cectlon for provar a.proval and
posting.

Lo Mllotin towde dn 610 sl caery clvil gorvice
announcomants, otabe aoclely noticos, womwnesients concuridng ylaye,
loctwres wad obhor culbral actdvitles s woll ws courses of study and
nnticen of roereational cn? gocinl aetlvitdes spongaered by recoondusod
autmdde copmntity orpaninations,

e lorledle swrvors to detomino Lhe adogwicy, neabness
wd agpearaiee of 3L bullotdn borde vill be sode resulorly,

‘o LY “oyrice Announcooombo

Ae In view of Lhe foet thab & Lwps owabor of OTG coployecs
wro ot Phie time vitadly interestod in ascqulring compebtitive clvil
poyvico statug the Personnel kolotiocs Sostlon will cotablish mouns
of informing empleyess of oopordunitins for segulring copotitive
ctobus and ronder wdvler In comnocblon Lhorawith,

e The Sl murvice caxanlesicn swolios Liw Porgomoel

alvislion with u gpeedl{icd numbar of amemination amcuncovnbg, Tho
Fadiog of each anpouneorent Ineluding poxitdon title, rrade, pilary,
opardsyy anrl elowlay Jubos, are placged on all Wilotin bourds. Guanploto
Information concerndn each ammednablon will Lo smde avadloble Yy
aguindetretive officors of Offices und ~Lulf Jections, and coployens
seo oeneouraged o conbact such offiefuls for speciiic detadlao,
mployees deplrine Yo take exomdnetlon will coaplote ipplicution (urds
and Torm 57, togethor with other swatorlal pirtinuat to the examination
and will transzit snoh Information Lo the Personnel Nelutions Section
for farvarding to Civil survice Coapdssion an or bofore the closing
date of such waminstion, or they may sumit the above ddrazct to the
Corsndasion i1 they 9o desire,

Ts Croup jospiizlization

AL employeas are eligible %o zalke application for moaborship
in oroup Hoopitalisalicn, Inue O(ne group opundng will be hold in :
Decerber of each yoar at wideh time any cwployee may enroll, Now
employeon may earall ab any time during the first sixty (80) days of
thelr wployent, and voboransy may awoll at any tine within olx (6)
menths after thelr dlacharge. Duployeus seheduled foar aversous
assignuonts migt wake premtun at leage onc year in advance, Faynents
of repulir subscribers must be mado to the Groun Dreasurer the first
pay day of each month or on the tirce following working days. The

Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2



25X1A

25X1A

s orogon; s sopsgorasmsootonrocor>

. | . . . \
coet Lo & lio .,L.}";ubm:r,:.b':r contract (Lor self only) 1o alxty-five corts

(5459) por monthy for & Mo, 2 Subscribor - Gponge Contract (for aolf
il cpouso) $Le50 pur monthy for o Ko. J abacriber - rually contract
(Lor gald and nombure of fanlly) 5179 per month. llenpltal care up to
twienby-ung days in any contract yewr fs jwovided, and $here are vany
oblior 1iberal bonelitus. adddtional inforaction ropurding the plan vay
be socured (roa the Porceansl nelat-ons Soctlon,

” 1 " .
Ge dtvumdriy
Ao ]

whe hoaolng situstion for €16 wapleyoes in thohington resadng
eritleels  sl) @iployuen who have jmoviodge of jresod or Dutaee
vagandles should notlfy the rerroanol telatlone Cectlone  lany roquests
are made Lor root, @pirtnonte and houses and the iarvonnel Jlvlsion
widd vinenover possible ald employuves in findlng adequie housdng.

9 Gaspudong

Tt will bd the policy of UTG to sponsor campedins and drives
for puch charitable organieatlons as the jamrlew Rod Crogs, rormud by
Chegt, Infantile Maralysle Foundabion and olher worthy caises which
na the apyroval of the Mrechor of Central Jubellipenco, A chadrman
Sor vach drove wll bo appeinted Ly the iweclor, a vice chairman will
be appodntad by Lhe isslstunt Dircctor of each TG 0ffice, md each
vice ehuirmn will solect o sufifcient mmber of ey non to conduct the
Opratle

P T IC T RPTE e
- CTLP AR il GVL

e crocurieaond

de  The var Depurbmont will esbablleh quoles off mililary
porsoanel availabio far apsigont to CT%.

b, The Porsormel Divielon will Inforn the jar department of
quaddficationg and requlreaents of nilitary worsonnel bo C111 thort s
vacuneios e

co Applicutions of quulified individusls nominsbtud by the
var separtaont will be roforred fy the Cersamel Diviaion to the apro-
priate Office or staff Section on Farm 37=9, Roforral sheote

2¢ Aum axt

ae Upon polection of thie proposed candddato, tho Fersonnel
nivision will requost assigment of tho individual fram the W
Departuent.

be The Office ar stalf section desiring the services of the
individunl will sutedt Form 37«3, Parsonnel Action Request, in tho same
manney as for civilian appointments in CiG.

o
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Ge Fllitary porsoancel wALl ba subjuct to the sune securlty
royulrenonts as clvilian omploycos of (10

de  Ho civilian appolntments will be ade to positions whdilo
such posltions are occupled Ly allitary poerconnel,

Je admindstration

e A1 military perasonnol suslgned Lo (IQ wild bo tranpe
ferred bo ilcadquarters and Hoadguartors Dotachmcad for adnindstrative

NUTPLBOS e
i ;D.J.i».cikrvw-ﬂ’(7
by lasdguartors and Headgunrtors,will be resmonsible far the
mudntonance of all recaris, roparts, diseinline, -te., of all awy
parsoriol dn accardanco with the applicable Iy Dopuledions.

e Hexpuisto for Lloave Dor cdldtary poevormal showld bo
aporoved by Lhele soctdon head (probably & vivillan) and thun Jowvwsreded
Lo Headquartors and Howsdguactars Dolachmnt for cxeontion,

Ite Tranaiey

fe silen Lhe servicoes of wllitary pursoinol aro no longer
nocearary, Headguertors and Heoadpeirtors Doetackzent will roport them
to the vymr Duosctnat ag surplug sod w1l royuest, farbve asplgnaet
for tham, Upon recoipt of such assignment, thoy will ve relievad Zrem
Quby ab Hesdquarters and Headguetters bobachnort, (1G, and wvill report
o their now station az oardored,

be Inuirios comcorning any detadls regarding the administyus

tion of military powsoonsl should be directod Lo eadgu.aters and
Headquarters Detaclment o
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B oow.
1, Murpose
Tho purpose of this lustruciion is to catabliah unifom stand-
ards governing tle method of preparantion of all correspondonso and

nf'ficial papers proparst in the Contral Intellijence Group.

2. Yocurity Vreonutlions

(ertain dooumonts receivod by und preparod in the Central
Intelligence Group must bo apoofally safoguarded to prevent their
falling into the hands of unnuthorized persons. Correspondonce and of'-
ficlal papers containing such informmtlion are rofurred to as "c¢lussi-
fled" documents. Tho types or dogrees of clasalfication, in thelr
order fron the highont to tho loweast, are untitled as follows:

WeOERCALY
VEORET
TP AL

p RHoH av('nup

Bysryono ooncerned with olassified dooumonts must bo thoroughly
faniliar with thoso terms and thoe basio requiremonte for Sthe propuration,
handling, nnd disposition of omoh type in mocordanco with the procedure
outlined in CIN Sgourity Regulations (CT¢ Admindstrative Instiruction:

).

Bl cYroGRAPHIC STYLE

The following genarul rules applicable to typographlo style shnll
prevail for lottors, memoranda and official papers of CIG. For wore
conplote and dotailed rules, the U. 5. Covernment Printing Osfico g4yle
yanual should be usad a8 & roloronoa.

1, Cepitalixation

The fundamental principle underlying rules for capitalization
in tho English language is that proper nouns and proper adjectives are
ospitalised. The acoepted wuthority in individual cases will bu the
U. S. Government I'rinting 0rfice Style Nanual (pages 16 to &6) und
Webiterts Now Intemational Niotiomary.
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2. H}wllirﬂi

To avold tho confusion and unoortointy of thie various wuthor-
itios on mpalling, vebstor's low Tntomational Hotionary and the 1. 4.
dovernment pPrinting 0rfice gtylo vanual (pages 47 to 506) will Lo uped
as flnul authority. For goographlio names, 1t 1s wdvigable t%o use the
United Statous ''ostal Gulde for those in tho nited fitutes und Lt
possvesions and the Ipternationnl fostal Guido for the apulling of
forelgn ygoographic nanes.

J. Coupound Vordao

Tebuter's tow Intornational siotionary snd tho 1. 4. fovernmant
Printing 0ffice Style ¥anuel (pajos 57 <o 92) will bo uaed as fYnal
authority.

4. Abbreviations

Tro nature of a doqument ovoms tho oxtent %o whioh abbrevia-
tiong may be used. In the text of toclinleel doouments and in paruntheses,
footnotes, sidonotes, teblos and bibliopraphios many words nre commonly
abbroviated. fgwever, in ordinary text of corrvapondenve and official
papors, abbrueviations are to be avolded, exoept where necuessary to avold
distraoting the nind of the reader by a repetition of loug, cumborsoms
words, titles or phrames, but generally the first timo s term is mensionod
in the toxt, it should be written out in full,

The agsopted forms of wbbroviations are thoso listed in Tobator'g
New Tnternational Dicticnmry and . 3. Govormmont freinting OFfice siyle

Yanual (pages 9% to 101Y,
b, YHumorals

Arablo numerals will be used in prefereonce to Roman numerals in
numbering paragruphs, peges of correspondense, and offiocial pnpora,

In writing numernls the rules angd stunderds prescribed in the
Jo S, Government ! pinting Office Style Manual (pages 108 to 108) will be
followed, "

8. Code Nemes
Code names appoaring in papers will *s written in ALL CAPS and
without quotation marks in the body of tho text. ‘herc a code nane is
used in an ALL CAP heading, the codse name will also be wriftten in ALL
CATS and will be enclosed in guotation marks,

Where the oode nare is used with the word "operation" either
before or after it, the word “operation™ will not be oapitalized,
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7. PFunotustion

The gonsral prinoiples poverning the ugo of punotuation are
(1) thut 1 Lt does not clerify tho toxt 4t should bu omitted, wul
(2% that in the ahoice and plaoiny of punctuation marks the volo ain
should bo to bring out more clearly the wriiev's thought.

In individugl onsun Tobutorts jfew Intornational Piotlionury and
the U, 8, ¢overnnent Printing Heflco Style vanunl (pages 101 to 110)
will be uned aps atandard reforonce and aooeplod sutiority.

3. Tabular worlk

Tio object o a table is Yo prosont in w concian and orderly
nennor inforos \«10“ that sould ot ho prosponted ze cloarly in any other
way. Tho style given for text in othor ossctlons of this manusl npplion
nlyo to tablos, ;mluns deviation thorafronm is rnade necangary hy Sho forn
or purpoge o® tho teables, 2pecial fontures of tabular gonpoudcion nre
sot forth in U, e Government Ppinting 0ffiec Geyle YManual (pages 111 to
JA.(: .

Pe ivision of wWords

Tn dividing a word botwmuwen two lines of the text, the syllabic
division given iu Webster's New Internatlional Njetionary sivuld be
followed,

10, Undorseoring

Imdergooring nay bo uncd % eaphasizo or call attention o
words which aro to be differontimted fronm otior toxt.

13, Rough prafis
Rough drafts should be double apacod unless othurwisoe apecilied.
The words "Rough Draft"; tho oapitalized initials of the dictator;
followad by the initiels of tho typist in small letters; and the dado
of pmp'\x-atiun should be ¢ypod in the uppor right hend cornor of the
firat peg
12. Copying

The word "Copy” should be writben at the top center of the
firagt page of any manuscript that is oopled.

Then a lotterhond {s coplied the addross should always Ve in~
cluded.

To show that the original is signed, "/s/” alould be wriﬁmm
before & aignature when it is being ocopled.

Any initiels should always be copled.
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1£ part of the tuxy Lo nppurentily unintontionnlly omittoed in
tho original, a short line should be nade bheneath a apnoo to donote the
omission in the oopy. If a lotter or Lfigure is obviously wrong, o line
should he mado beneath it. Ap umtire word should not be underlined but
o quontion mark in parentheses should be pluied aftor 1t and the quontion
nark underlinaed,

runotuation should bs coplod exactly unm Lt {a wri%ten unleas
there is an obviousz typogsraphloal srror.

an lutontlonal omlssion o1 masorial should be ‘natoanted by

threo porivds followed by noraul punctuation, e.g., our poriods §f at
and 0!’ sontonce,

B oPAnATION OV OCNORADA AT LITTRRS

1. stwrlo
0fflelal correspondonce preparod within tho Contral Intelligence
apoup, although verying in detail, will lollow one of two fundanental
typun, L.0., Hemorandum or latter,

a, Mamoreanda

Memorandum forr ia used for all correspondence vetwuoen
organizational units wid Mold inptallationn of tho ¢I¢; to %he Prosidont
aof the United 5gatos and members of the Uxeoubtive 1ffflee of the Trosidents
wd to the govemmont departmsnbs, or olfMelals thinreol, that are com-
pononts of the BTA, l.o., 7ar, lavy and S4ate Jepurtmonts, The gunergl
atyle of memoranda is illustrated in ixhibit Nos. Z and &,

b, Leilters

Letter fom {8 usel fur corrospondence lrom o/ ficinls of
the €76 %o privato porsons and orsunizations, members of Conpgross und
%o o”ficials of covernnment departuents nad ostabliglmouts othor than
troae enunoiated above. 3oe . xhibit Mo. 1 for an illustration thercof.
Uptailed inatruotions governing the preparmtion of the twoe typos of
ocorrespondonce described sbove are set forth below.

2. Paper

Corraspondence is written on 8 x 10§ CI6 lotterhond oxesph
that: .

a. Standard Fom Ho. 84 "0ffioe NMemorandum” is used for
nemoranda betwoen officials wishin CIQ in Weshington.

b. There seourity or other conside. ..;fons aro such that

CIG lotterhead or "0ffice Hemarandum™ ocannot be used,
plain bond 8 x 108 paper inm used.
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25X1A

25X1A

Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2
CI6 CRUI, OF AMIMTATRATT N TITRIGTION ]

3. mvelopos

CI0 intor-offico ohain onvelopes ero usod for Sranandttuing
oo rranpondonoe batwoen CT0 offloces Ln tashington,

074 franked onwolopes ara used for routine correspimdoncu o
private porgsons and orymnizationa in the inited 7tatos wiere no apooinl
soourity cousldurations are ‘nvolwved,

Yhan spaoial soourity ompiderations are Lfuavolved, plein
anvalopas are uagoed.

Two anvalores are unod whonever forwarding CONRFTHRITTYAL, 8uOPST,
or TP JKIREY material outside (1%, The inner onvelopo shall bo stanped
with tle aolassifioation of the Jdocument enclosed. Tve ocuber onvelope is
proporly addressed without any notation ag to e clossifilontion of its
contants. (300 {orpminieat!ovs, Adndointrative Instruotion I for
aomploto mailing inastrucotion.)

Tlo nddresa on envelopes slould be in hloe!r fowm at) should
ceorrespond o tho ineide address. Tho physioal position sheuld be us
followa,

7o Legin about 1/3 the longth froun tie loft wvdge nnd wboub
178 the dopth fronm the top odge.

T mn attertlon line 1o usad in the nomaunication, it should
also be uged on ¢he eavelops prefesnbiy botweon tha nano snd e obireod

addrogs,

4. Humber «f (oples

The mininum nuaber of copios required for corresporidence going
out ¢f the (70 are:

1 original for dispatch
1 eopr for Central Pesords
1 oopy for filap of origineting office.

vhore the lotter or memorandum is propared for signature of an
oificer outsido the originating offica two additional copies should be
propared as followg:

1 for fileos of signing ol'floial
1 for return %5 originating (Pfice with indicasion
of date and signature,

Additional sopies for information or courtesy purpones may he
propared as required.
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Jdor asuorandy botwoen of'fiolela within the (10, nu coplos are
wede Cor Canvral Hooordy, unlopy Shoey ootain matter of oconsldernble
Lagortunce fram a policy or historieal viewpoint.

Ge Varging
vl Sovnled

P Lmportant thing to remomber in Shat e aenorsndun or
lottor nust look well ou the page wnd that tno rijhtshand nargin nust
be noat and oven and at loant one fneh.  The laft snrgin nhocld e oab
least ono and ona=quarter inches and the bebton margin s Loash, one
Inoh.

G. Dabe
The fora for dete s dey, nonih, vonr, as - & Jdanuary 1046,
in A Ssandare rorm Uemorsnduss, o dote da pleacod opponitu Bl date”
lino.

Yo oamher monoraudn, She date s pluood mbout one iunel Jrom
thg top of Tho papor and ged ge Lt the Iant dddgdt falle Slush wish
the right anregpin,

In o lotter, the date io eimilarly placed, l.0., abous G 2o
four sypacos boelow tiwe lettornoad, the last digiv of the vewr Jallin
at tho rlzht oargin,g

T cnses Where the correspondonce Ly sigsd by oun =hun tho
ariginutling of flooy, vhe datae is 1ot blank and Lo lasurtsd by the

slgning offloinl,

7, rddress or Herding

In memorunds, thu words ™lo," "from™ and “Hubject” appeer st
the hoad of tho wemorandum Mlush witl tho ieft mergin and soparntod
from each olher by n double apaoe, 'Thoe appropriate infomatlon ahould
oo filled in cpposite each bewding. The desimabtions following both
tho "Te" and “Prom™ headings are by titlo, mnd whe the momorandun Lo
nddressed to an oXficial outside the €Ty, the name of the njensy should
bo added.

The "Zubjoct” should be stutod as coucisely ws possible., The
firat letters of all words in the subjoct, except articles, conjunctions
and prepositiona, ars capitalirced,

Por instruotions roelatin, to memoranda written on bLlunlk or
lottertbnd peper, see Hxhibit Ho. 3.

In lotters, the addroas is set up in block form and placed

throe apaoss below the date {lush with the left margin. A double space
separatos the address from tha galutation,
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Lo form of the addresp shouid generally be an Tollows:

’
1t line = Kamo o) addressse {proceded or followed by =34tle).
2ad line - Gtrooet addross
Ard Line - ity omd jbeto

Wo punotuntion is placod at the onds ol tihe lines n’ the
address unless abbroviations are sod.

If an atbontlion linos s umud in « lotbtor, Lt should be venterod
! an too pege botwoon e address e the selatation, geoperetod fron onad
o %hone Ltacn by n double sraco,

Sae ixXhiolL Tae 1 for corme of addrasn, raluteld on one conplie
nonsary c¢loan.

iharu o long Ritle follows w nane 14 te pleced cn She gsecond Line wnd

thn gtreat acdrens, city ond gtate, on e Jrd ena 4% Liuoa,
s Halutation
Mo salutation ajpanrs on mosorancia,
In letters, +wns salutation is placed %o bagin “lush wish the
n [
loft narvgin, wo spucos below the aadrems, and *wo spacos above tio Zoxt,

doo  xnibit Mol 10 Yor Coreis o aslutadion.

V., Pormg of pddress, salutabion nng Conp. 2mentary Clogo
H . —

orranl

SIS

n "forual" corrospondmnce tie {orms o sddress, salusetion
and couplinmontary close as S1llustratod in ixLibis Yo, 10 will bo unod,

nformal

In "informal" corregspondonce the iforms of address, salutation
and conplinentary closs are largely n ma“tar of personal profervnce snd
good taste and thers ia no absolute or fixed form which esn he cited up
bain;, corraet 4n oll Instences.

The infornal style of address is simllar to the Joranl excopt
that honorary titles are gonetines droppod, or the nemo of tho individual
ia used instend of, or in nddition to, his title.

Bome of the moat cormon typos of infornal ssiutations are ss

follows: "Near ¥r. Doe,"™ "Dear ¥r. Jacrotary,” ™y TonF v To Doe,"
"Dear Cunerul smith," etc.
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"Very truly yours,” is the correct conplimentary cloaso Sor
oither foranl or informaul letters. However, "Gincerely yours" or
"Tinooroly” may bo used as n uore intimate form. "Respootfully"” or
"Qespootfully yours" ia used in writing to tho President of the 'S ted
TEntog.

10,  Spacing

fforrenpondence la gonerally single spaced eccopt in vory short,
cormuntcations whick uay be double apaced. Parapgrapha are auparnted by
a double space, exoopt that when the text is double spaced, the parn-
graphs aro separated by triple spncos.

wamnranda to the President and i:fficials of the Bxooutive
Oofflooe of the resgident are double spacnad.

Poriods are followod by a double wpmoe and otlor punotiation
such ns couwma, semicolon, etc., by a single space.

11, Paragraph Indentations

In menoranda, parsgraphs are numbered (witl the excoption of
nemorandn to the Prosident of tho United Stntea) and uniformly indented
five spacea. Sub-paragraphs aro indented by placing the symbol under
the first word of the text of the main parngraph, and bringing the margin
out to align with the number of the nain paragraph. Succeoding aub-
paragraphs follow the same procodure. The mequenco of symbols o' nutibore
ing is Arabic, alphabeticel, prabio in parenthenes, alphabetical in
parontheses, Arabic underlined, eto.

Exgaaple

1.

e

(1

(8)

Quotations and extraots consisting of one or more parmgraphs
will bo indented the sane as the preceding paragraph but will maintain
an even margin for the entire quotation,

In letters, paragraphing is tl:e same as in memoranda, uxcept
that the main paragraphs are not numbered.
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12,  Becond and jucceeding Pngen
> 'l

™e gocond and auaceeding papaos are prepared on plati bund paper
and confora to the flrst pago insofer as marging and paragrapic are cone
aornod,

The top margin is 1} inchosn,

The number of Gho pagw is centored 3/4 inches (about 4 spacun)
from the top of thw paje and about j§ ineh above She text.

T leat pepe should contain ab lerst twe linep of tho bLody of
tho lottor.

13. complimentury Closue

In memoranda there is no cowplimontary closs.

In lettors the ouvmplimeninry close in usually a simple "Vory
tyruly yours" except whera otherwlse required. (gee 7x}bibiv Noe 1.) It
18 sopurnted frem the bady of the lottor Ly n double apace and bepius at
nsbout the conter of the pago.

4. gignuture

In a momorandun the typed signnture 4s placed abou% four npaces
bolow tho text end aligltly te the right of tho center of the page. 7he
name ip typed in all €APQ and theo title, w.olch appears bolow “huo nama,
in gmall letters wits initial capa.

In & lottor the signature is siwilarly placed, except thni 1%
appenrs [our spacos below the complinentary closse.

15. inclosuros
A statenent of the number of snclonsures is placod at the loft
margin on the seme line as the first line of the typed sipnature and a
listing of the onclosures slould follow, boginning on the next line and
indented two spuces. (Sve ¥xhibit Yo. 1.

16, Accompenimeuts undor Spparate Cover

Material sent under separate cover is enumerated st tho end of
the cormunication in the same manner as enclosures and listod ag “Under
neparate Cover,”

The envelope containing the material sent under separate cuver

should have a reference to the letiter by date and/or other idontifying
symbol whore security will pormit.
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17. TIdentifioation Symbols

Tdontification symbols usually connist of the initinls of the
dictator, that of the stonographer, and any codo symbols an uny be re-
quired to identlify the (ff1ce originating the correspondence. They
should be placed two apaces below tho listing of enclosures on coplos
distributed within CrG only. The initials of the dictator and atenopru-
pher should always be usod., Code aymbols reprementing CI( OLficen ray
be used whon desired but muat bo used when the correspondence in directod
to tho Dirvotor, Deputy Director or Fxocutive Director or when the
corresponderico is for simature by uny of thoso three officers. (See
Kxhibit No. 1.)

A liat of the assipned codes follows:

AC = Advisory Council

AED - Assistan® Exeoutive Direoctor

D - Director of Central Intelligence
D - Deputy Director

BD - Fxeoutive Director

PA ~ Exeocutive for lersonnel and Adrmdnisgtration
] - Seoretary, NIA
I -~ Intordepartunental Coordinating and Flanning stasf

080 - 0ffice of Spewoial Oporntiona

ORE =~ Office of Roports and Latinates

0ch =~ 0ffice of Colloction and Dissemination
00 - 0ffice of Operations

00/C =~ Contact Branch, Office of (porations

00/D =~ Documents Branch, 0 oce of Operations

18. Distribution of Copios

A listing of the distribution of tho copiles is the last ften on
a communication. The listing of the coples appoars in the lower left
hand cornor on all copies for distribution within the Agenoy and a check
mark should be placed next to the particular destination on each copy.

18. Arrangoment
Corrcaspondence whon ready for signature is sarranged as Tollows:
a. The outgoing correspondence, with all enclosures securely
fastened together, is on top of the file. Correspondence
will not be stapled.
b. Material for distribution is placed underneath the outgoing
materiasl about one-half inch to the right; each separate

destination is indicated by shifting the material therefor
a further half-inch to the right.
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0. Inooming matorial or other pertinent material is placod
in the samo manner to tho left and a tab or buck slip
placed thoreon for the dosBination of each itesm.

d. If envelopes aro provided, they should be placod flumsh
with the outgoing material with the rlap on top of the
matorial on the lelt edge.

e. A plain white tissue [or Control Sheet for Top fHecret
matorial) should cover the entire file which mhiould he
held together with a ip or olips.

B PoipARATION ©F TELEGRAYS AND CARLRS

l. Form

Telegrums wid oodod messages will be proparsd by tho originating
offico on Form 36~7 "Qutgoing Classified Message" in an original only,
which shall bs prepared and routed as indioated in paragraph § below,
(Sve nlao Exhibit Ho. 4.)

2. Date

The dato will be inserted in the bleck entitled "Date" on Porm
36+7 by the originating office a* the tinme of proparation.

3. ®rom

Tho nane of the orl;inating 0ffice or 3talf Seotion will be
ingerted on Form 36~7 in the box marked "From."

4. _.it_i_drou

The complots name, title and amddress or the exact cable or code
addross of the porson to whom tho mossage is being semt will be inserted
in the box merked "Transuiit To:"™ on form 35-7,

b, Taxt

The text of the messago will begin about two typewriter spaces
below the double line on Form 36-7; will be blocked with margins 1
inches on the loft and one inch on the ¥*lght. The mesaage will bhe in
ALL CAPS and double spacsd. Aotual punctuation marka will be used in
preference to writing out words such as "atop," "period,” "comua," sto.

6. BSignatures
Form 35-7 will be manually signed by the Originating 0fficer(s),

Coordinating Officer(s), and/or puthenticating Officer(s) directly above
their titles at the bottom of the forn,
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T. Clasailfication
———

Tolugrams will be sont 4n plain Luxt only, ag no uwollitiex
oxint for sonding olussified telograns over commercial linvs.

odad mosooges will be olaswifivd in accordance with tho
gecurity of their contuntn and the olussilfication will be stanped on
Forn 36«7 nt the top and botton in the boxes provided for that purpogu.
8. Routing
After the neceasary ovordination and authentication has been
gacured, the mossago will be routed directly to the Siygnal Center,
Comtunications Division Zor Jisputoh.

The Signal Center, after dispatching the messagoe, will forward
a confimation copy or the negnnge to officinla conocarned on Form 86-f.

f. collect Tolugrana

(nly plain Soxt domestic tolegrans may be sent YCOLLECT."  To
indioate that the tologrmm is to be sent collect, tho words “SEND
COLLECT" will be typod two spucen sbove tho signuture of the Originating
0fficor o yorm 365-7.

1). Prooedonce
felichudntuduisbdnibid

On oodod messoges tho appropriate bloock will ba checked to
indicate whetler the nmongage 1o to be sent "loutino,” "Priority,"
"Operational Priority," or "Urgent." Tho procedunce will not Lo indicated
on telograns,

[ 4

- PREPARATION OF OFFICTAL PAPERS

1. Typos of 0fficlal Papors

#. Certaln routine and poriodic reporte prepared by the (IG
for gemeral distribution will take varying forms depanding on the
particulnr reporting needs. Similarly, internal administrative raports
and internal directives of the (13 will talke spooific forms varying
according to the purpose of tho dooument. The following inatruotions
apply to the types of offfcinl papers, as listed below, whicl rru to be
formally proscn%ed tu cr buforo committeos sud to officlals of othor
agoncios.

(1) inutes consist of the offiolnl records of proceedings
of meetings of the KIA, CIG, IAB, official ocommittees boards, otu. (See
Exhibit ¥o. 5.)
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(2)  Apornis conalst of a list of items to be brougit up for
disouaoion at meetings of tho NIA, CIG, TAB, official ooumittous, bonrdas
oto. (Boe pxhiblit No. 6.)

{(3) Verbatim transeripts consist or offLlolul recucdings of
conversatlons at moetlngs.  (Heo LxIILLt lo. 7.)

(4) lumbored Pupers (Soo Exhibit Lo. 0.)

(6) Direotives (3ee Exhibit Noua. 2.)

L, 7Tre exhibite mentionad above $llustrete the pbyle ond format
to bo followed in prepuring each of the above typos of officlal pnper:.

2. pttachments to Orficial iepers

£ dooument acoompanyin, an or'ficlsal paper will be termod an
"Enclosure.” If therv is wmore than one wnclosurv, the terms Lnolosure
"A," Fnelosure "B," otc., will Lo used. iaturial that is to be encloged
in an EZnolosure is labeled "Appondix" and, similarly, materinl encloaed
1o an appendix is tilled "Amnex,” and an suolosure to an pwumex is a
"Tab." All referonces tuv attmchments should appear in the text of the
main paper. Attachments will follow the same genvral formut ns the
official paper to wiich they are antteched.

3. Fiunal iroparation

The gecretary, N.I.A. will pub into finel fom, withous ohanging
the text wiless authorized Ly the originater, sll papers propared for
considoration by tiie UIA or IAl.
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Exhibit Ko, 1
CENTRAL INTELLIGENCE GROUP
2430 12 STREET NW,
WASHINGTON 25, D. C.

1 September 1946

Mr. Wlliam W, Williwes
76 York Street
Riohmend, Virginia

Dear Mr. Williams:

General or routine letters to private persons, organizations,
or similar destinations should be written on 0XG letterhead, 8 x 103,
in en original and minimum of 2 coplies, plus any other copies required
in a particular instance. The margins should be set to glve the letter
& "framed pioture® sppearance, gensrally 1} inches on the left and at
least 1 ineh on the right and bottom. The text should be single spaced
except in very short letters where double spacing may be used.

The date is placed, as showmn above, about 4 spaces below the
letterhead and ending at the right margin, the inside addreas appears
S spaces below the date and the salutation 2 spaces below the address.

Paragraphs are separated by a double space and the first line of
each paragraph is indented 6 spaces. The complimentary cluse appears
2 apaces below the last line of the letter starting in the center of
the paper and the typed signature is placed 4 speces down; the name is
shown in all caps and is centered with respect to the complimentary
olose, as is also the title which is indfuated in small letters,

Enclosures, initials, and distribution of copies follow the form
shown below,

Very truly yours,

Enclosures; 3 JOIIN MITH
1. xxoxx Chief, FPersonnel Division
2. xXxXXXXX
3. XXXXXX

(PAs ABC/xys

COPIES ONLY~ (°o.nl 1l = My. Saith - file

{ 1 = Central Records
( - 1 = Mr. Jones - file
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Oﬂice Memomndum e UNITED STATES GOVERNMENT

TO : Chief, Communiontionn Division DATE: 1 Septomber 1946
FROM : Chief, Proocedures Unit

SUBJECT: JFormat for Memoranda

1. Where Standard Form G4 is used, the format presentod here-
in should bs followed. The date, titles, and subject ure inserted
in the spaces provided.

2. Please note that the parsagraphs are numbered. When sub-
paragraphs are negessery, tho indentations illustrated below are
followed;

a. The symbol is placed to align with the first word of
the text of the main paragraph, and the next line is brought
out flush with the symbol of said paragraph.

(1) Any further indentation follows the same principle.
Please note the sequence of symbols. 1, a, (1), (a), 1,
8, oto, -

8. The remainder of the memorendum follows exactly the same for-

mat as a letter except that no complimentary close appears. 8ee Exhibit
No. 1 for illustration of Initials, Enclosures and Distribution.

JOHN MITH
Chief, Procedures init
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CENTRAL INTELLIGENCE GROUP

2430 E STREET NW,
WASHINGTON 25, D, C,

1 September 1946
MEMORANDWM FOR: CHIEF, COMMUNICATIONS SECTION
DEPARTNENT OF' STATE

SUBJLECT: Correspondence Procedures

l. When plain paper or letterhend is used in Preparing e meino-
randum, the date is placed one inch from the top or the last line of
the headiny; respectively, the last digit aligning with the right margin,
The heading MEMORANDWM FOR: is placed at the left margin about three
spaces below the date, A double space is left for the subject which
is written directly under the title of the addresses in small letters

with initial caps.

2. The body of the text should begin about 4 spaces below the
heading, and as in other types of correspondence, single spacing is
generally used. Hgwever, to give the Paper a more balanced appearance,
double spacing may be used when the text is unusually short as in this

illustration.
3. With the exceptions mentioned above, this type of memorsndum

follows the same outline as shown in Exhibit No. 2.

JOHN SMITH
Chief, Signal Center
Central Intelligence Group
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CENTRAL INTELLIGENCE GROUP

DATE: 1 SEPTRMBKR 1946 ROUTINE OPERATIONAL PRIORITY
FROM: SUPPLY SHCTION PRIORITY URGENT
TRANSMIT
TO:  JOIM JONRS
21 MATN STREET PLAIN THEXT

NEW YORK CITY, NEW YORK

(CLASSIFICATION)
TYPE IN CAPITAL LETTERS, DOUBLE SPAGED

TELEGRAM

— e - w—e cm w— ew —

SHIP TWO DESKS, FOUR STENO CHAIRS, THRLE FILE CABINETS, SIX EXECUTIVE

CHATRS. RUSH. GBL FOLLOWS,

JANES MITH
CENTRAL INTELLIGENCE GROUP

/s/ James Smith /8/ Jehn Doe
JAYES SMITH JOHN DOE
ORIGINATING OFFICER(S) COORDINATING OFFICER(S) AUTHENTICATING OFFICER(S)
FORM NO.
DM v 35.7 GLASSIFICATION

(1343)
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Exhibit G-n

CONFIDENTT AL

T.A.B. 100th uutinﬁ

CENTRAL INTELLIOBMCE OROUP

INTELLIORNG) ADVISORY BOARD

¥inutes of Meeting held in Room 5132

on Vonday, une s & t Pa¥ s

YMRMBERS PRESENT

ALSO P'RESENT

SECRETARIAT

Note: Actual size of papor
o 8% x 14

CONFIDENTTAL
TAR 100%h Weeting
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CONYININTIAL

1.  FIRS? SUBJHCT OR TITLE OF WIRST PAITR DISCUSSLD

In reply to n question by (olonel Blank, Mr. ROK anid that
XX XAXKXAKIAXTXKX X XKLK XXX XXX HALXAZKAAXKLAXEAXX XX XX XX KAXA XTI X KKK XRAKX

Vr. WILLIAMS sald thet Mr. oo had hmndled the matters. xx
RAXXHXXXIOCICRFXICIK XXX XX XXXE XK XX XKIOCX XK LXK XXXAXKXAXXX XK LX XXX XXK XK KKK KXKX

LIBUTENANT YTLLIAMS said that XxXaXXXAXXXXXAKXNXXXRXLXXAXXXK
XXLXAXXAXXXKK XXX AXXCXAXXXKLXXXXXXXXLXXKXXXHXXXLIXAAXX XXXK XXX XXX X KXKE XK

THEE INTHLLIGRNCE ADVTSORY BOARDa-

Agroed that XOOIXXXXXXAAXXXXKXKX XXX XXXXXXKAX AKX KXLXKKX XXX
FXXXXXXK XXX XXXX XCKKXXXX XL X XX XXX XIOKXXXXXXXXH XX XX K XX RAXKXKKXKX

2.  SKCOMD SUBJECT OR PITLE 07 SECOHD SERTKR OF PAPERS DISCUSSED

Mr. WILLIAMS sald that Lo ormXXAXXXAXRAXKXXXXXRXRXNRXNXXKIKK
A XFLXXXXXKHCX K XXKIHXX XX LK X L AKX XKAXXXXIX XX XXX XX XXX X XX XXX KAXX KX XKXRIKTK

uMr. RICHARDS conocurred.

After further diascussion,

THE INTELLIGENCE ADVISORY BOARDe-
Agreed:

0. That XXXXXXIXXLXXXHXXK XXXAXXKXXKICXX XXKXLXXLRXXX K IOK XXXXR XK
FXHHXICAXTIHKCXT A XXXAXKRXHXCXX KKK X I IXOK XXX KKK XA K HOXIHANL

(1) XXX00OXXRAXXHXXXKIKXIL X XXIKKXXIX X XXXKXKKR XXX XTX XXX
Pt e st e stsatrastarserrarstsseseocccecelory 3

(8)  X3OOKXXOOKICXXXXKXKTICLXX XXX XXX KX XXKKXIXKKHIH
TAXAHXXKAKAIRIAKXIXX XXX XX XXXXXK AR XXXK KKK «

(b) XXXXXAX XK XXX XXX XXX XXX XXX XXX XXAXX X XXX XXX KRXXXX o

Note: ALL CAPS are used for speakers' names.
Text is single spaced.

Double space for paragraphs. Note: Actual sire
Triple space for subjeota. of paper
8% x 14
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CONFIDENYTAL BXhibit 6

T.A.B. 100th Mootin&

CENTRAL THTHLLYGRNCE GROUP

THTRLIIMMNCE ADVISORY BOARD

AGATDA

For tho Yesting o ho hold in Room 5136

25X1A
on ¥on » ne , at 1430

1. SUBJLCT OF PIAST FAPER 70 BL CONSIDERED
TReforences)

Commonitn

2. SUBJECT OF SECCMD PAPER TO Bi CONSTDERED
(Referonces)

Comeonts

3.  SUBJECT OF "S{IRL PAPER T0O BE COMBIDERRD
TReTerencon

Cormenta

25X1A

Acting decretary, l.l.A.

Note: Actual sizo of papor
8 x 14

CONFIDRNTIAL
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ExtIhis No, T-u

COUFTDIENTTAL

CIG/TAD 26th Meeting

1 April 1848
THTELLIGENCE ADVISORY BOARD
Transoript of rresting held in Room 100
on » arc a
¥IVBERS PRESENT

colonel ™illjam Black, USA

¥r. Richard Roe

Mr. Jolm Dge

ALSC PRESENT

Lisutenant Henry Grey, USN Mr. Dick Richards
vir, William Williams Hr. RBob Bohbins

SECRETARY

¥r. John Brown

Hotes Actual size of
paper.8% x 14
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COWFIDERTIAL

(The neeting convened at 1280)
i DOE:  XXXXXXIXIICY. X3 K KKK KK KX XKNN XK LXK X XA KX KXATIONN XXX XKIRL X XN K KKK
i XXX LEAXXXEXKXXIXXXEXX XXX XL YKL XX AKX KX AR KA KKRKL X KRXK KX XKRSIKRLRKY XY HXKX o
BLACK:  XXXXAIOAAXXK XX LXXK XK XK KXKXXKXXXXXXRX XXX AXXXKLLSXY, o
GRAY 1  XXNNXAXXIOXXXKXXX XX K XITXX XN XKL X XXXX K ICAK KK XK KX XX XX HXXK
AXAKAAXK XXX XKL XXX XX LXK XIXXXAX AKX AR LXXKAXXKXXKXXX XX XXKXX o
(Discugsion off e racord)
DOEs FXXXXXZXXXOCAZXRXIAXXXXK XA XXX LXXKXRXXLXCXXLXK KKK XXAX LXK A NHKXKXX
AXXXXXXXXXK XK K XHXXKXLXR XX AXAK XXX XXX KL XX AIXR KX LA LXXIX XX AKX N K «

(the meeting adjourned at 0130)

Note: Aotual size of
paper-8% x 14

Hoto: All speakers' titles are omitted in tho interest of fmoility in
transoription.

’rhayontiru transeript iz double spaced.
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BExhibit No. 8-a

CONVTDUHTTAL
IAALRSLAAL 4.l )

25X1A
.

1 Vebruary 1040

CTRHTRAL, TVORLLIGEN Gl GROUP

25X1A TITLE OF TH!L}’AF’ER
ﬁozerﬂulcﬂsi

Note by Dirootor of Central Intelligence

1. XXOXXXXRIEXARAXHXNKICCX K KK LR XKL XX K XAXKXRXKX R XKL XXK N IXRKXK
XXXXAXXX LXAXAXXXKIKL XK AKX LI LLXHAKX XX XK KKK LXK o
Ao XEXXXXAXAAXRKXK LR IHXXK {XXARXXLXXKXXK XIXK K XX CXTXRKIHX K XX KKK
2000 XK XK XAXKRH XXX XXX LXXXK XXX XXX XKAXXXXKAZ LK o
b XXXXXARXIAXXXXXXXRXXXK XK KIOCK X AHAR XK XXX XXX KX TR XXX XK

AXAXAAXXICTXKAHERXKICHLXX XXX XXXKIH XXXRX XL ARXARKAK KX LXK LXK KKK AKX KXKX o

2. XXXXXLXAXXXXTXCXCK XXXX XXX XXX XK XIH K XK KKK IR XA XKHXAKXXICXKISTHK

XAXRLXXXXXLXK XXXXXK X XXX XXX XX XXXXXAXZIXXKX o

Kote: arctual sisze of

e plp.l‘-'ﬁ%x 14 JOBR LOE

SECRETARY

Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2




Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2
EXbibit Noe 8=b

FNCLISURE "A"

| THE TTPLE OF THD PAPOSR

1. XXXO00XXXXXINXARAXKERITHXXAK X XXXXXXLXXXK XK XX XXXXXKXK XXX XK XXKXKK

XAXRICKARN AKX XXX O HXAITICUIAXT R A XTI XX RXN KNI XX XX XXX L (K o

2. Parapgraph hoading

R,y KA XX AXEXXARRXTCIAAXLXAXLX XXX XAL LXK XK XKXRA XX KR ARKX KR LXK XX
AXLREXARXXXAXX AKX XRLNKXX TR KON NXN 5 KA XXX XXX IAKAKXKK AKX o

b, XXXZXIIAXXXEXRKKXKKAXIENIXE KX XXX XXXKRITXEXLKX LXXKKKIXX «

Rotes Actual size of pupor
e ——— 81‘}‘ x 14

Note: The enclosure, appendix, annex, or tab dosignation is
written in the lower ripht-hand corner of the page, on
the zsane line as the page mmber.

25X1A

_ -] - Enclogure "A"
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COVTFTORNTIAL
HIA DIR.

1 March 1946

HATTCUAL Ty LLIGEM Ol AUTORTT!

DYRICIIVE

TITLED OF THI DIRBCTIVE
Neferonce: CI v 6hormndum B rebruary 1948

Mote by the Secrotary

TAXIX IR ARICCRIKN K KR XA XHKA LK ICIRX XXX K AKX XXI KR AKX IC TR RN N K IR ALIUR
XAXX XXX XXX XITCEX K XK XX ZXXXXLIXIXNE XX AILX XX XX XXX KX AXICX LK XK R XTHKXK XHAKIRIAK

HICHKCX XXX L XIEX XX XX NCOCEK XXX LR XXX XA XX I AR XNANXANNR L XX ALK XXX KX .

25X1A
Note: Actual sixze of _

88 x 14
pape é ACTING SECRETARY, N.I.A.
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ADDRESSER

LETTER ADDRRSS

ExLLLAL Rhoe 10-a

SALUTATION AlD ClO&E

The President

*he Fresident

Tre Wnite Ifouna

Dear . -rosidont;

Respectfully youra,

Sacraetary to
the *residont

The Hgnorable (full nanme)
gecrotary to the

Prasidont
Tie Wnito Vouse

Dour Sir:

Very truly yours,

Secretary to
the Prosident
with Wilitary
Rauk

Major General (full namo)
Saqorotary tv the

Presidout
The ~“hite ilouse

Doar Gir:

Very truly yours,

Memboras of the
Cebinet

The Henorable
The Seoruvtary
ol 3tute

bear 3irs

Very truly yours,

Poast NLflco
Departnent

The Henorable
The Fostmanter
General

Uoar Gir

Very truly yours,

Department of
Justice

The ‘jonorable
The Attorney

Dour Bir:

General Very truly yours,

President of the The Honmorablo (full name) Dear §ir:

Sanate President of the

3enate VYery truly yours,
Cormittos The Honorable (full name)} Dear Sir:
Chairman Chaiman, Comittee
Inited States on (neme) Very truly yours,
Senate United States gSenate
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R P HI H )

JGTTRER ADDELGYH

Fahibie Mo.

10-b

GALUTATTON AN CLOSEH

donator

The lonorable (full nase)
mited 3tates wnute

Deal Bir:

Tery truly yourn,

Speaker ol the ‘the Honorable (full name) Dear Sir;
linuco of Repre- spoaiker of the i{puse
sontativen of' Reprensantatives Vory truly yours,
Committee The [lonorable (full name) Dear gir:
Chalrman Chairman, Cormittee on
{{ouge of Repre~ (nane) Very truly yours,
sentatives iToudn ol Represontativeg
Representatives The Yonorable (full name) Dear Sir:

House of Representatives

Very truly yours,

Yead of indepen- The Honorable (full name) Doar Sir:

demt Office

Adninistrator,
Federal Security Agenoy

Very truly yours,

Foad of agency
subordinate to de~
gartment or indo-
pendent office
reprasontative

The Honorable (full neme)

(overnor, Tarm Credlt Ad~
ministration

Departmont of ggriculture

Dear Sir

Very truly yours,

Tizs "ublic Printer

The Pnblic Printor
Govornment Printing 0ffice

Near Sir:

Very truly yours,

Dirsstor of the
Bureau of the
Budget

The Director
Bureau of tho pudget

Dear Sir:

Very truly yours,

The Comptroller
Genoral

The Comptroller Genoral
of the Tmited states

Dear Sir:

Very truly yours,
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AUDETSSTR

LETTHR AUDRESS

P=hiblt 1o,

100

QLLUTATION AN CTO8E

Pregident orf a
board

™he Jlenorable (Lull nune)
Trosidont

Board of Com:igsionern
of the Distriot of
Columbin

Danz

\7("‘::

Sire

trwdy yours,

Progidont of
comnlgsion

The Prosidunt o the
Inited “tates Civil
Qervice Commigslon

Doar

Very

5ir:

truly yours,

Cvaimnan of a The Chuiman of tihe pear Sire
Roard Rallroad PRetirement
Roard Very %ruly yours,
Chairmman of a The Chailrnan of tno Dear Sirg
comission Interstate Cormerce
Coraission Very truly yours,
The Chier Justice fthe chie? Justice Dear sir:
7he gupremo Court
Very truly yours,
Justice of the dre Justice (full name) Dear Sir:
Suprene Courd The Suprene Court
Very truly yours,
tovernor of States  The iipnoravle Poer 34ir:
The Governor of (State)
(City, “tato) Yery truly yours,
MHayor ‘the lionorable (full name) Doar gir:
Layor of tha City of (Weme)
(City, State) very truly yours,

Mother superior
of a parvchial
school

Mother Superior
(order if used)
(Institution)
(Streat addrexs)
(Gity. 3tate)

Dear Mother Superiors

Very

truly yours,
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ADDRRT

LETTRI ADDRING

Waotor, president
of a collage or
university

Pull tanag, fogroo
Mreoualdent
(Mnstitution®
(9treot nddreas)
(City, tate)

Jiandh v Noe 10=d

SALUTALT N Al Clody

Jone Siry

Vory truly yours,

Yean n® a achnol

vean (M) vauo)

Schiosl ~ £ (mame)

The Iniversity aof
( namo)

(city, itato)

Near Zoan (surnume):

Vary truly yours,

Profoasor Full name, Degroe Suar sl
{Numo of school)
e.",truot address) Very truly yours,
(city, state)
Pnynician full name, ¥ ,De Near iir:
(8trost nddross)
(City, nuate Very truly yours,
- ] ~
Lawyor (rull name), Raquire Daar 3ir:

{street address)
(city, mrnted

Very truly yours,

0Other civilians

¥r. (full namo)
Mra. (full name)

{or) uiss (full nane)

(or) ronsrs. (™11 nanme)
(or) tizadanan (full nsneas) (or)
(or) iasos (full names)

(Strest addrsss)
(city, “tate)

(or)
(or)

(or)

Dear 3ir:
Dear \'adan:
Dear liadan:
Qorr Siro:
Dear Viosdanos:
Doar Y ogdrnes .

Very truly yours,

To a Corporation

Hame of (ompany
Inoorporated
(Local address)

Jour Hirs:

Very truly yours,
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e g A g
LT A

satditato!

i Me, 10

AV T GE

A Armpioan e Holeoreb o (WL waa Sun glrs
Anbagsador Ao fvw nbasgaador

londen, “ngland My el s goaati,
An Anariocan Full Hame, Raguire Dear Sir
Congul Tenoral, Anoriean rongul
gonsul or Tioo Goneral Vary truly rours,

Consul

“nnoa

[N
Larls,

—~e—

To the Librarian The Librarian of pear Sir:
»T ouiyraga rongress
Yery truly yours,

To n (Qeneral Puld fare, 1L A sear sir:
ol the Amuy fenornl ol thu Aruy

wng popnrtuent Jory btruly qourn,
To an Ldmicval Adadral (1l oame) UlSeile  Dear i

Chief of j'aval iperations

Separtnoent o' tha Navy very truly yours,
ca%thnlic Cardinal  tis fminonce Joimn Tousr Iniinenco:

fardiunl pce

Archbintiop ol Hew York

neupuirtfully vours,

catholio
Arahbighop

The o8t Qevorend John Dao
Archdls op ol Baltimore

Y o8t Rovarent Sir:

espootlully yours,

Catholio Bishop

The Yost Reverend John Dee
Bishop of acranonto

v ost Reverund 8ir:

Respuetfully yours,

Catholio
Yousignor

(higher rank than
below)

"he Right Reverend
vousipnor John Doo

Dear Yionsignor:

Rospeatfully yours,
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RESTRICI.

ADDREASKE

LETTER ADDRERS

txhibit o, 10-r

SALIFCATION AND CLOSH

Catholic Moneignor

Tho Very Reverond
Nonsignor John |joe

Daar Monsignor:

Respectfully yours,

- —n o

Catholioc Priest

-—

The Revorend John oo
( churoh)
(city, State)

Near Reverend Hir:

Very truly yours,

Protestant
KEpinoopal Daan

The Very (toverend John lyo
NDean of Washington
Cathedral

Very Roverend fir:

Very truly yours,

vethodist Bishop

The Very Reverond John
Mothodist Hishop

Doe

Vory Roevorernd {ir:

Ttespoctfully yours,

Other clergymen

The Reverond John Doe, or

The Reverend Jphn Doa,
Dels (1f ontitled to =
dagres)

Reverend 4Yir

Vory truly yvours,

Jewish Nabbi

Rabbi Jokn Bos, or
The Reverend John Doo
Loocal addreas

Dear 5ir:

Very truly yours,
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25X1A CIO MANUAL OF ADMINISTRATIVE IMSTRUCTIONS [ ]

25X1A
- COMTIHIOATIONS

25X1A
B cora

l. Purpose

The gemeral purpose of thim instruotion ie to acquaint the
porsomel of CIG with the various types of service provided by the
Central Records gection, Servioces Nivision, and to set forth preoceduron
governing the routing, handling, and filing of official CIG doouments
by 0ffice and Staff Jection peraonnel.

2. g_x:_gmintion and Fmotions

a. The Central Records Section, Services Division, adninim-
tration and Vanagoment Branch, s roaponsible for;

(1) BEstablishing and operating a oentral mail room snd
n nessonger and courler system for routing communications within, into,
or out of the Agenoy.

(2} The maintaining of rocords and the ostablishmont of
controls on all incoming and outgoing dooumonts.

b. Tho following organizational units have been satablished
under Cquntral Records nection tn accomplish the functions enunerated
aboveg

{1) Central Mail Unit

(2) Distribution Unit (including Contral Piles)
(3) Information Distribution imit

(4) B8pecial Distribution tnit

3. Terminology

The following definitiona, while not necessarily complote from
a technical point of view, explain the neanings of certain tems as
they are used in this instruotion:

e. Doowment: any officiel paper, corrsspondence, pamphlet,
bock, publication, writing, or other instrument, whether olassified or
unclassified, which sonveys information.

b. Classified Document:; eny document which requires msecurity
grading, i.e., TOP SRCHEY, SKCRET, CONFIDRYTIAL, or Restrioted, to
25X1A indicate the degree of precaution nocessary for its safeguarding. The
olassificatien is determined in accordanc® with the standards outlined
in gesurity jsdministrative Instruction [l .

AORICINALT 8
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CIG MANUAL OF ADMINIBTHATIVE TWSTRUCTIONS ]

Ge Ro&{ltﬂ‘d Dooument: a TOP SICRRT, BKCRET, or CONFIDRNTIAL
doeunsnt, or a Restrio¥ed oryptographio dooument or device, oarrying a
register number, a short title, and instructions tov mceount for it
poriodionlly. (A rogistered document is not to be confused with a
olassified document to which, for administrative reasomn, a number or
short title is aosigned for bookkeeping or reference purpose only.)

In the absenoce of the required markings, as onwwerated above, documents
will not be reported upon. Doouments will be registered only when it
12 essontial for the 1saulng authority to control distribution and
maintain a rooord of the ocustody of all copies. (offi0ers authorized
to originate and/or lasue TOP 3JHCRRT, SECRRT, or CONFPINENTIAL documents,
and Restriocted oryptographic doouments, will designate as "reglatered”
only such doouments as thoy doom necessary in tho intersst of national
uacurity.)

d. Intelligemoe Information: "rew" information rooeived from
collacting agenoles which has not bean avaluated by the Office of Reports
and Bgtimates, c70.

e. Intelligence Watorinl; intelligence documents whioh have
been fully evaluated by the 0+Flce of Reports and Egtimates, CX0, ond
are published for cIG,

I, Doanitog: tho filo to which a document, after having been
used and/or ac upon, is sent for permanent retention, or whore excess
coplea of intelligence documonts are gtored.

G- Yesamger: a person who is assigned the duty of tranmi tting
doounents clasallTed up through SRCRET within a building ocoupled by CIg.

h. Courier: a porson who iz nssigned the duty of transmitting
docunonts clasaiffed up through SFCRET between buildings of €10 and
between CIG and othor government agencies.

i. TOP SECRET Courier: an officer or spascifionlly designated
clvilian who has been muthorized to tranemiy TOF SECRET documents within
and between buildings of ¢I¢, mnd between ¢ra and an outride ageucy.

- OFFICYAL, DEPOSITORIES FOR COMIUNICATIONS
1. Qemneral

a. The Central Records Seotion, Services Division, designates
official dopositories for all adninistrative documents except onbles,
oryptographic documents and devices.

b. The 0rfice of Reports and Estimates designates officinl
depositories for all intalligence documents.

CONFiveNTIAL
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25X1A CIG MANUAL OF AIMINISTRATIVE INSTRUCTIONS e

2. Depository for Intelligence Documents

The offieial depoaitory for all intelligence doouments will be
the Reference Branch of the (ffice of Reports snd gstimatea.

3. Depository for Administrative Doouments

Contral Files, Distribution Unit, Central Records fection,
Services Division, and/or 0ffice or [taff Yessage Canters will be the
offioial depositories for wll incomin; and outgoing aduinistrative
doouments other than those olassified TOP SKCRET whioch will be
deposited in tho Speoial Distribution Unit, Central hecords Seotion.

4. Depository for pExtra Copies of Intolligence Dooumenisa

furplus copiss of CIG-produced intelligence doouments classifiaed
SECRET or below will be atored in the Information Dirtribution Unit,
Contral Reoords Seotion. Intelligenoe doouments clameified TOP SECRET
will be stored in the Speoial Listribution Unit.

5. Depository for Innctive Flles

& Any Office or Staff gection having documents on file which
are inactive or of no further wvalue in connection with current opera-
tions will report the faot to:

(1) Reference Branch, ORE, if the documents are
intelligence matter of sny securlty classification.

(2) ceatral Files, Distribution Unit, Central Hecords
8oction, if the documents are administrative matter oclasaifiod below
TOP SECRET,

(3) Information Distributfion Unit, Central Records
Seotion, if the documents are -sdeintstrWtivé-nedber-eor surplus coplen
of CIG-produced intelligence eluliﬂod‘g"ml’ SEZCRET,
naie
(4) 8pecial Dystribution Unit. Central Records lection,
if the doouments are administrative matter or surplus copies of CIG~
produged intelligence classified TOP SECRET.

b. When notified of an inactive file, the appropriate branch
or unit will send a repressntative to survey material and arrange for
25X1A proper disposition and storage.
Il vUse oF CIG INTER-OFFICE CRAIN EXVELOPE

l. General

Ce i
i 4k ¢ Pvodd ot A
PR LT R R LN
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CIG MANUAL OF ADMINISTRATIVE INSTRUCTTONS -

a. Yhen Usod

Orfices of 0IG will use the offioial CIG inter-office chain
envelope for the trananittal of doouments below TOP JECRET in olassifioa-
tion travelin; within the CIC Hemsenger and Courier System to other
offices of CIG. Umder no ciroumstances will the onvelope he used for
the transmittal of TOP SECREY doouments. Dooumonts will not be trans-
mitted outaide CIG in the intor-offioce chain envelope.

b. Stocking of Inter-0ffice Chain Fnvelope

Fach Qffice Mnsnage Conteor us well as piok-up mmd delivory
points within Orfices will, upon request %o Central Records Seotion,
Services Division, be furnished with a supply of inter-offioces chain
envelopes.

¢. Delivery of umil

All mail delivered by a Homsenger or Regular Courfer to an
0ffico Menasage Center or a piok-up and dolivery point within au Office
will be contained in CICG intor-office ohein envelopes. Vhere mail is
clasaified SECRET or CONFIDENTIAL the responsible individual at a
dolivery point will remove sttached Regeipt Form 36-18 from the inter-
office chain envelops, sign, snd return signed reccipt to the Messonger
or Cowler. Nomally, ohain envelopes ocontaining Restriocted or wn-
olagsified mnil will bear no receipt.

2. Ds.apntchiﬂg of C'C Documents in Inter~0ffice Chain Envelopoes

a. Additional virapping Mot Heceasary

offices of CIG will dispatch outgoing intor-office mail
{and that intra-offica mail which is destined for n segment of an office
housed in a geparmto building) in CIC inter~office chain envelopes
without additional wrapping. A separate inter-office chain envelope
will be prepared for each offioe to which materials are being sent.

b. Preparstion of Face of Envelope

It is easential that the colums appearing on the inter-
office chain envelope be filled in oompletely, and that tho office
desipnation slways be indicated. 1p¢ it is the desire of the sender to
dispatoh the document %o a specific individual. the individual's namo
may be noted in parentheses aftor the office designation, for sxample:

FRGXs OCD T0: ORE (Attms ¥r. Blank)
In all instances roocm nuwber, when known, and building will be indicated

in the proper column. The CIG inter-office chain envelope will not be
thrown away until all spmoss have been used, or until the envelope ia
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completely morn out. If an offiacs acoumulates u stock of envelopes which
oxaeeds 1ts needs, tho surplus wlll be returned to tho Yomsenger or
Courier sorvin; tho office.

0s Uall Treonsmitted Qutside CIC

Docuwsente to Lu Transulited outaide CIG will bo routed in
the lnter~olflce ohain envelopos to the Distribution Unit, Cantral Heoords
Seotion. (For dotailed instruationn covering the handliny and routing
of outgoing doounmonts s¢n -‘.

de  Tremamitting COFIDLNTTAL or SECREY Doouments

The CIG inter-off'ion chain unvelape, when used to trenemit
CN FIDENTIAL or SECRET documonis, will bo soaled with ono CIG jummed
label and the initfal of tho semlor will be entered in an upproprinte
plnos on the soal., These seals way alge be obtalned from Central
Ronords Section. (Under no ciroumstancos should seoteh tape bu usod to
seal tho inter-office chain onvelopa.

o, Trensmitting Unclessified or Nestrictsd Documonts

Tho CIO inter-office chain ecnvelope, when ussd to tranamis
only wnolassified or Restricted matorinl, noed not be mealed in any
manner, but the envelope flap should be pushed inside,

f. Inter-0rfices Chain hnvelope Numbering mnd Reoceipting Systems

doch (ffice Hegmage Center and each desipnnted pickeup and
delivery point within an office will initiato its own numbering merien
for intar-offioe chain envelopes, the contents of which are olassitied
SECRET or CONFIDENTIAL. This number will congist of the month expresged
in numbor and the next umused consecutive number, e.g., if the first
envelope is dispatohed in June, the number would bo 6-1; i the tenth
onvelops is dispatched in July, the number would he 7-10, Since the
socond nurber is the identifyin; envelope number, 1t would continue in
numerical sequence until the end of the ocalendar ysear. Thus, ir 520
envelopes vontainimg SECRET ar OO¥VFIDENTTAL doouments have baon dinpa%tehed
as of Degomber 31, the last one would be mumbered 12-320, A+ the
begiming of the next calendar year, & new meries would be initiated,
the first onvelops in January of tho now year being numbored l-l, This
office envelope number will bo placed in the office of dispateh colwmm,
before ¢he name in the "From" colurm. Tho number appearing on the
envelope will alsc be placed on the attached Receipt Form 56~10.

Reoeipt Form 36-16 to Le attached to inter-office envelopes
oontaining SECREY _r CONFIDRNTIAL documents will be prepared in the CIG
receipt book in duplicate. Receipt Fom 35-16 is in triplicate in the
receipt book; howsver, only two aopies are to be used and no sttemtion
is %o be pald to tho colors of the coples used, Tho third copy hws a
special use in igolated oircumstances. The original copy of the receipt

. fﬁrr;r\l"",?"“'
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vwill be ntapled to the onvelope. Tho preparin; of'fico will rotain the
carbon copy of the roceipt for ita records. Thia copy will bo sipned
by the Yoassongor or Couriar who pioks up the chaln envelope. The muber
appoaring hoth on the Rocoipt Form 36-16 and the intor-office ohnin
envolopo will ho notod in tho office log opposite the lundividual papors
tranamittod In tho. inter-orfloe ohain euvelope. This will provide a
racord of tho doowmonts in any one onvelopo,

g-  Bulky Dooumenta (Clamnifiod)

Classifiod doounonts whioh, boonuss ol bulk, vannot be put
in the inter-office chain unvelopo, will Lo wrapped in a satinfuctory
manner, taped with CIG gummed soalws, and forwarded in oxpctly the same
manner as an intor-offioce chain anvelope.

5. Operation of Courier and Measenger Syatem

a. Courler I'lok-lUp and Delivery

Contral Nacords Seotion, %“ervices, Division, will provide
offioss with plck-up and delivery Courler Yervice from and to approprinte
points located in different buildings. An inter-office chain envelope
containing SECRET or CONFIDENTIAL documents, after being sijgned for by
a Regular Courier on Receipt Form 35-16, will be dolivered to the
appropriate bullding and 0ffios Message Contor. The approprinte
individual in the :»ooiving Office Meanage Center will rowove and sign
the original ocopy of Receipt Form 36~16 attached to the chain envelope
and return receipt to Courier. The Central Yail Room will maintain s
file of all completed rooeipts for looation purposes. Tho (ourier
transmittal of a Restricted or unclansified document to a location in
another building is accomplighed in the chrin envelope without repurd
to the use of Reoeipt Porm 35-16,

b, Vossenyger Pick-Up and Delivery

Contral Rocords Section, Services Division, will provide
offices with piok~up and delivery messengor service from mnd to
appropriste points within the same building. The delivery of a chain
euvelopo Vo any offive loocated im another bulldlng will be made by
Rogular Courier as indloated above.

- CIG MESSENGER AXD) COURIER S8RRVICKS

1, Tho Central Records Section, Services pivision, will provide
each Office and Staff Section of CI0 with Measenger and Courier service
as follows:
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a. TOP 3ECNET Couriers

TOP SECRET Courlers will be used to transmit TOP SHCRRT
doouments between individusls and buildings of CIG and between CYG and
and outaide agenay.

be R,ﬁuhr Couriers

Regular Couriers will be used to trensmit doouments
olassified SECRET or below betwesn bulldings of CIG and between (IG
and an outgide agoency.

6. Heszsenpers

Meagongers will be used to transmit documents claasified
SHCRET or below between individuals and offices locatsd in the seme
building, but will not carry doouments botween buildings. Certain
measengers, however, may be used to trensmit wiolassified or Reatricted
documents bhetween C1( and an ocutside agenoy.

d. Oporation of Regular Courier and Vessenger Servioe

soo I

I L0COING AND ROUTING OF ARMINISTRATIVE DOCUZENTS, OTGER THAN CABLES,
CLASSIFIED BELOW TOP SECRET

1. Inconing

a. The Central ifail Tuit will:

(1) Receive, open, and time-stamp eamch document entoring
CIG and routs each edministrative document to the Distribution Unit,
Central Records Reotion, Services Division. (The only exception to
this precedure is an incoming pouch documsnt addressed to 080 whiaeh,
aftor being properly rsgorded, will be routed umopensd to tho Office
of Speoial Operations.)

b. The Distribution Unit wills

(1) Assign CIG oontrol number.
(2) aAssign file classification number.
(3) Prepare CIG Form 356-1 in multiple copies, assigning

a suspense date by which tims correspondence must be answered, establish
a follow-up system on suspenss dates.

CONFIDENT AL
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(4) Prepare a fonaolidatod Necelpt, CIG Form $0-3, for
onch receiving Office or sStaff Seotion lessage Conter and insure tha
proper return of this receipt for filing.

(5) Route documents to the 0ffice or Staff Yesous (outere

6. The Office cr “taff Vesnage Conter will,

(1) 8ign and returm “IG Form 36=3 to Digtribution Unit.

(2) Check docunment against coples of CIG Vorm 56~1 whiich
sre attached to enoh decwuent.

(8) Withdraw 0ffico Momsage Center Copy of CIl Porm 85-1
and indicate thereon the particular office sub-division to which the
documsnt will bo routed.

(4) ™le TG Forn 36-1 by the CIG control mumber appenring
in the upper left-hand commor of the PForm.

(%) Route doownent to appropriate Receiving 0ffice.

4, The Recoiving 0ffice will,

(1) Record dooument in any appropriate log whioh will
anabls that office to acoount for mll doouments received Ly Lt for
aoction or no a matter of interest.

(2) noturn document to Central Piles, Distribution Unit,
for permanent filing after 1% han served its purpose.

(8} If the dooument must be rotafned permanently in the
recoiving of'fice, remove the copy of CI0G Porm 36-1 attached to it,
rote the nnme of the office of rotention thereon, and return it to
Jistribution tnit,

2.  Outgoing
2. The originating offMos will;
25X1A

in ocanformanoe with CIG Administrative Instruoction No.

(1) cheok document end envelopes for correat frupnration

(2) address envelopes,

(3) Impure that a receipt (CI0 Form 38~15) has bLeen
prepared and is attached to all documents olassified CONFIDENTIAL or
above,

iR
)

A ONE 1\)?&“?\&

AR
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(4) Xnsure that a copy of tho dooument is attached %o be
withdram by Histribution Unit and forwarded to Contrul Files for
pormanent record. 1ho Central Files copy will have attachsd to it, when
olrounsturiovs requiro, o nemorandum for raecord, or all buck slips,
inter-otlice wenorunda, und notes which have procwdod tho propuration of
the dooument,

(6) Attach o CIG worm 55-11 Lf g specinl method of dispatch
is denired, L.e., "Alr ¥ail," "Rogistoroed,™ "Spacinl Dolivery," "vPouch,"
ato,

(8) Rovord the document, in the of'fice of origin log and
dispatch 1t to the 0ffice or gtaff Yosgago Centor in accordance with
inter-office chaln envelopo procedure (see Ssotion 403),

b. The 0ffice or §taff Message Center will,

(1) Cheok to soe thet an adequate number of coples of the
outgoing dooument has been prepared,

, (2) Insure the adequacy of the memorandum for record on
the Central Files ocopy of the dooument,

(3) cheok to sve that ndequate envelopes and receipts
have boen propared for use of Distributfon Unit.

(4) assign ench document a numbor preceded by the authoriged
abbreviation or symbol for the 0ffice or ataff Sectlon. This numbor will
bs placed above the returm nddress on the outside envolope.

(6) Record the documont in appropriate loy end forward
dooumant to Distribution ®Unit in the inter-office chain envelopea.

(6) Get in touch with Dictribution Unit to detormine the
causo of dolay if a cgopy of (IG Form 35-1 for each outgoing dooument:
has not been roceived within twenty-four hours after its rolease.

¢e The Dystribution Dnit will,

(1) Check the document to seo that it is properly propered.
(2) assign a CIC control number.

(3) Assign & filo clasmification mmber and indiocate cross-
references.

(4) Prepare CIO Form 35-1,

(5) Forward to 0ffice or Staff Wessage Center one copy of
CIG Form 38~1 as agsurance that the documsnt has been dispatched.
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(6) Forwurd the document aftor it hus been prupariy
rocorded mnd zonlud to the Cuntral Madl Unit for sotusl dieputoh.

d. The Central Mail Unit wills

(1) wtermine from notatims on (IC Form 35-11, if attacned,
wnat spsoial handling has been roquested fer tihe dooument, and handle
in that mamer Lif posaible,

(2) Propare and naintain all records and receipts for
envelopes of alassiried documonts.

(3) iffect dolivery of document to proper tranunmitting
AEONCY.

0. 3Jealed Dooumonts

IL for aocurity ressons outgoing doouments arc t Le sealod
in the offics of origin and tho contents are not to be sean by procossing
porsonnel, the originating 0ffice will,

(1) seal the envolopes, pluoing on the outside onvolope
4 number, preceded by tho authorized office abbreviation or aymbol, for
the uge of Central ail Unit In recording the euvelope.

(2) Attach Form 356-11 indicating whother dooument is to
travel through clessifivd or unclassifled channels and any spooial
aandlicg roquested.

(3) Dispatch to Contral Mail Unit vim Office “ommape Center,

f+ Pouch Jooumsents

Dooumunts to be dispatched by pouch from CIG %o dustina-
tions outside the District of Columbia through Courler or aintlur
sorvioo will bo processod in tho sams nanner as any othor outpoling
doounent (sec Section[ . Doocumonts from 050 intended for dispatch
to locations cutside tha Biatrict of Cclumble will be deliverod alrendy
wrappsd to the Central Mail Unit, for recording end formarding through
proper transmitting chamnels.

5. Inter=Qffico

a. 0ffice or 3taff Weasage Centor Frocedures

It is the responaibility of the Office or Stafl ¥egaage
Conter to keep adequate records of all inter-office handling and routing
of doowmtm*s. Chanmeling of documents through Central Records will not
be required in inter-office exchanges. The syaten for recording inter-
offico docuwzents will be devnloped to it the needs of each office, the
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25X1A

25X1A

25X1A

Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2
GG VANUAL OF ATX INISTRATIVE THSTRUCTIONS [ ]

only roquiromonts being that, at all tinmes, the Office or Jtaff Moasagoe
fontor will be able to account for the disposition of both incoming and
outgoiny doouments and appropriate security precautions aro observed.
The log umed for recording outgoing docunents may also be used for
recording all types of inter-office doouments,

b. T™Mling of Inter-0rfice Dooumonts

Inter-offioce dooumsuts whioh obviously are of no permanent
value will not be forwarded to Contral Filea for retention. Tho de-
termination of tho value of intor-office documents will be made olther
by the originator or the final reoipiemnt. Inter-office documsntm will
be forwarded to Central Filos 1f they:

(1) Contain valuable background information which will
supplemont the inforoation contained in the memorandum for record on
the Contral Files copy of outgoing mail,

(2) Contain information supplementing a published diroctive
or ordor.

(3) concorn a subjoct of permanent valuo either from o
policy or a historical viewpoint,

0e Transmittal of Inter-0ffice Documents

Documents traveling between offices will be forwarded
through the Wessenger and Courier System in chaln envelopss (see Section
» oxcept TOP SECRET which will be handled either by TOP SLCRET
Jourler or TOP SECRET Control (fficer.

I 10GCING AYD ROUTING OF INTELLIGENCE INFORSATION, OTHRR TRAN CABLLS,
CLASSIFIRD BELOW TOP SECRET

1. InooninE
0. The Cantral ¥ail thit will,

(1) oOpen and routs all intelligence information received
in CIG to the Information Distributiom Unit, Central Resords 5ection,
Services Division. The only exception to this procedure is incoriing
pouch material for 080 which, after being properly recorded, will be
routed unopensd to the Office sf Special (Operations where it will be
acknowledged by signed receipt.
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b, The Information Distribution Imit will;

(1} Asslgn & CTIC vontrol number,

(2) Asoign a rile alasnification number.

(3} necord the document on CYG Form 36-2,

(4) Deliver oach dooument to tlie proper repreascntative

of the nanding Contoer, OCH, whero the distribution to he acaordnd the
dooumont will be detomined.

(6) \ake nocensnary records of distribution as indioated
by the Reading Center on CIC Form 38~2 and withdraw Central Rooords
ocopiea of suoh Forus.

(6) In tho onrse of N"RE, attach three copies of (I0 Form
36-2 to copiea of reports going to that Office.

(7) Preparo Consolidated Receipts (CIG Form X56-8) for
nll doouments and insure the proper return of this Receipt from the
office of address.

(8) Dispatch each dooumsnt to appropriate Offico or
Stafll Hesange Center.

g. The 0fflce or S4af? llossage Center will:

(1) Check decuments against enclosod Consolidated Receipt
{CIG Tornm 36~3) which it will sigmi end return to Infomation Distribu-
tion Unit.

{(2) Record rocelipt ol documents in un appropriate log.

(3) in the uase of ORE, check the documonts against the
coplen of rIG Worm 36-2 attached to each document.

(4) In tho caso of ORK, withdraw the three Mossage Couter
copies of CIG Ferm 30~2 and indicate thereon the partiocular subdivision
of NRE to which a document is to be routed. The three copies of (I
Form 35-2 will then be filed as follows: one by CYTG control mumber, one
by source, and the romaining one by gubject.

(6) Dyspatch doouments to receiving offices and record
digposition in sn appropriste log.

d. The R-coiving_ 0ffice will,

(1) Reocord receipt and disposition of doouments in an
appropriate log.

CONF\DENT\AL
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(2) In the coan of L4, naintain reocord of doouments on
Fom 35=2 supplied the recoivi.g office by rPE Messago Center.

2. nutgolng

Since CIG at the presont time distributes little intelligenace
information to outsido agoncles appropriate fustructions for Lts handling
will be wnnouncod whon and ir tho need arises. At the present time oute
golng Intelligouce Infornation is procomsed exolusively by the Informa-
tion pistribution Unit, Contral Hecords Jection.

3, Inter-office

Intollligence information documonts Ltraveling betwsen o7Ticen
will be procesgsed In the some numar as administrativeo matorial (seo
section ), i.o0., through the Yessengor smd Courler mysten in
chain envelopos. Compleote rocords wilibe naintalned in dispatehing
and receiving officos.

B rocussiec oF wop SECRUT oCw ENGS

lsa Gonorul Information

u. Transmittal of NP SECKRET Neocuments bhetweon 0ffices and
Divipions of CI

Transmitial of THP SECART documente botween Offiams and
axecutive Stafl Divisiona will bo vscomplished by a TOT SNCHET Courier,
Qees from ORE to (03 from pervices Division to Pinsnce Divisien, A2
Branch. It is permissible within CIG, however, for one Assistant TOP
SECRET Control 0fficer to dellver a TOF SKCRET document to mnother
Aenistaut T0F SECHRT Control Officer, the necessary receipt being
obtained, provided Contral Rocords, Services Divigion, Azl Hranci, is
informed of such change ol responsibility. ’

be ‘Tranemittal of TOP SECRET Doouments between Units

Transmittal of TOF SECRET documents batween units ol an
Offico or Executive Staff Jeotion will bo effected by the Assintant
707 SRCRET Conirol fficer of the 0rfice or Staff Section concerned.
When an 0ffice or $taff has peraonnel in several different buildings,
it is permizsible tv requost n TNP SECRET Courier to effect deliveries
between buildings.

6. TOP SFCRET 93gnature Record and Cover Sheet (CIG Form 38-135)

The TOP SECRET Signature Record and Cover sheet (CIG Porm
358-13) will not be removed from a TOP SLECREY dooument until thu document

e

LNl AL
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iz destroyod, downgradod, ur disputoned outside of CT7. ‘lowever, whem
o documont 18 mo troated, the particular digposition is noted on the
TOP SHCHRT Slgnature Recond mud Cover Ghoot und the ghost ia sent to
gpeolal Distribution Unit to be filed. This sheot will serve an n
vover o a TOP JHCREY dooununt mil will provide s record of all indi-
viduale wio have had access tc tho documont., Paoh individual vho usen
or processos n YO} SUCRLT docwusnt, will affMx his ofgnature 4o the
sheot and indicate tliereoun dute and timo of receipt. When relouning
material to anothor authorized fudividunl, bo will a®MMx hWin nttinle
wid indicate dato and time ol relonse.

2. Tnoouming
kbt -

n. Specinl Distribution !lrocovdures

AL 708 32CHRT deounumts, adninistrative or intellienne

{exaopt cubles, and documonls parteining solely ta the 0ffice of Bpooial
upoerations), shall bo delivered initially to 3peoial Distribution Umit,
Central Nlecorda Hgction, Sgrvices Divislen. (Any member of €IC who
recolves & TOP SRCRET dooumont fronm an outside source in a manner whioh
has by-passed IJpacial Distribution nit will report the “mot to fpooial
pistribution Ualt na seon as poseible in order that the docunont pay be
proporly procsased.)

be The Speeir) pletriduilon it will:
P

(1) fassige ¢I7 ocontrol number %o zach decument,
(2) aesige 16 £ile clascifloation number.
{(3) Log documont,

(4) stople a M0 BUCANT slgneture Racord and Coveor choot
{CIU nrm 53~13) tn dooumemt,

(5) In the csrse of aduinistrative documents, dotermine
the routing to bo given oach doounment end make appropriate notations
on all records and CY0 Porm 303~13.

{6) In the cnse of intelligence informntion, pacs tho
docunent to a specifically desisnnted merbor of the Rending cCenter,
cch, Tor dotermination of distrilmtion.

(7) \ake a record of the recommended dimtribusion after
the document retums from tho Roading Center.

(8) Prepare a bocument Reoeipt {CIG Form S8-18) for each
dooument,

(9) Routs each document to appropriate Office or Staff
section Wessage Center.
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6. The Office or Jinlf Section Ho-:ug_e_ Center will,

(1) Chock document apainst theo Documeni lieceipt Horm $8-16
which it will sign and return to fpecial Distribution Uni: througn the
tesmenger~iourier gyatem.

(2) Nocord docunent in n TOP SECRET log. (A suggontod
log shost thnt may be umed 1s CIU Form 88-14,)

(3) Insure that “ho Sygnoture Record and Cover sheot on
eanh dooument ia initialed by everyoino exmmining or handling the doou-
rment within tho essage (Centor.

(4) Roqest its Assistant T0) SECRET Control Officer to
deliver the TNF sSFCNTT doounent to thu receliving office whero the doou-
mont will be ncknowledped by signeture in tho “ozsage Center O $SECRET
logg. An optionul procedure will bo to have the document delivered to
the receiving office by a 7TOP SICRET Courier, in whiilch ocaso the Cqurier
will sign for tho envelope coniuining tho decument and make delivery
to the Receiving 0ffice wherse Document Receipt Form 38-16 willhe signed
and returnad to tho Cffice lLsusupe Contor.

d. The Receiving 07fice will:

(1) sign for the document in the Wiessage Center TOI SECREW
log if delivered by Assistant T0P SECRUT Control offiecery nr, siym nnd
return Dooument Receipt Form 38~16 if delivered by TOP SECRET Courier,

(2) Enter tho doocument in u TOP BECRET 10g.

{3} Inmsures that each porson handling or examining the
document enterc !is name, initials, snd dates of handling on tho TOP
SECRET Signeturs Record and Cover Shoet.

(4) In cass it roceives permimsion to dovmgrede or destroy
tho dooument, remove the 54 mature Record and Cover gheot, note the
particular action or dispoaition at the bottom of the gheat, and forward
the Sheot through the Office or Stalf Section Memsage Centeir to Specisl
Distributicon Unlé, Qentral Reoords S[sotion, Servicss Divislon.

(8) 1If the docunent is inielligence material, forward it
to the Reference Branch, ORE, for pesrmnnont retention in the T0P SRCRET
files of that office. Here the Signaturo Record and Cover thoet will
be removed after notation has been made thereon that the docimeut has
boesn filed, and the Sheet returned to Special Distribution Unit through
the Office or Staff Section Mossage Center.

(6) If & dooument is of special administrative nature,

forward it with Sipnature Record and Cover Shest still attached to
Speolal Distribution Unit for file.
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8. Outyoing

a. (oneral

A TOP SECRET decument preparad in an office will be proc-
ogned in the follawing manner;

b, The oripginating of flao will,

(1) Cheok to meo thnt it conforme to CTG correspondence
and/or Security regulationa.

(2) Insure thatv meourity olasailicnblon han boeu properly
affixed with appropriato nuthority indientod for Lho clagsillcution.

{3) Propars Isaeipt Form 58-15 to bo attached to the
doounent.

(4) Prepare two envelopes, tho amaller to bo staupod with
the TOP SWCRNT olamsifioation.

(6) Attach o TOP SHCRET Sipnature Record and Cover Shoet,
Form 38-15, to the doocument.

(6) Asaign to the document a number precedsd by tho
suthorized initinls or symbols of the preparing office and enter in
the TOP SHCRET log.

(7) Deliver the dooument to the 0ffice or Staff lessnge
cantor and recelve a signature reocsipt in the T0F 3UCRRT log of the
vriginating office. 1If tho oripinating office is in a differont
“ailding from that of tho Opfice or Staff Measage Condor, a TOF HHCRIW
Couirier should be called and a sealed envelope glven him contnining
the document, the Recgeipt Form 38-16, the prepared envelopea, the
Signature Record and Cover Sheat, and a Document Roceipt (Wom 55-18),
the latter for execution by the sseistant TOI GRCRET Control Officer
of the Offioce or gtaff Section liemseage Center. Tho originating office
will require a receipt from the TOP SBCRET Courier for thie menled
envelope® and its contsiiis.

¢. Tho Assistant TOP SECRPT Control Officer will:

(1) sign for the document in the TOP SECRET log of the
originatiiig office, or open the sealed envelops dolivered by the TOP
SECRET Courier and execute the CIG Document Receipt ( Form 38-18) which
will be returmned to the originating offiocs.

(2) Record the document in tho TOP SECRRT log of ths
0ffice or Staff lessage Center. Special care nust be taken to insure

that each person handling or processing the docunent oxecutes the
attached Signature Reoord and Cover gheet.

CONFIDENTIAL
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(3) Chook %o sec whother the dooumont has beon sorrectly
prepared, proporly signed, and receipt and envelopos attached for uae
of Speoial Distribution imit, Central Records Soction.

(4) Deliver the dooumsnt to the Speoial Distrubution imit
and roceive in his TOP 3RCRET log a sipgnature reoceipt therefor; or, us
an optional procedure, onclose the documont (to whioh will bo attnched
a Dopoument Receipt, Form 38~16) in n sonled envelope and oall a TOP
SECRET Courier. Tho TOP SECRET Courier will sign a receipt for the
erivelope and its contenta and make delivery to Speoial Distribution
i t.

d. The Speocinl Distribution Unit will,

(1) sign for the document in the TOP SECRET leog of the
Assistant TOP SECRET Control Officer meking the delivery; or, if the
naterisl has been dolivered by TOP SHCRET Courier, sigu the envelope
receipt and the enclosad Nocument Reoeipt (Forw %0-18), the former to
be retained by the Courier and the latter to be returned to the
appropriate 0ffice or Staff seotion Vaessage Ceuter immadintely.

(2) Record the dooumont on the standard record slip
(Form 35-1), ona copy of which will be roturned to the losanpge Conter
of origin,

(8) Insure that a Receipt Form 36-15 has been prepared,
as woll us the envelopes nocossary forthe digpateh of the documoent.

(4) Insure thet the 8ignaturs Record and Cover Sheet has
basen properly oxecuted by personnel in Special Distribution Unit who
have handled or proveased the TOP SICRET dcoument,

(6) Remove the Signature Record end Cover 3heut noting
thereon the disposition whish s To bo made of the document.

(6) Remove and fils the Central Files copy of the document.
(7) After preparing nocesgary envelope records, dotornine
the corrsct channsl for ths transmitial of the dosument and deliver it
thereto,.
4., Inter-Office

a. The Originating Office will,

(1) After checking m dooument for corresctness, sacurity
classifioation, and authorization for such classification, male proper
record in the office TOP SECRRT lo0ge

AL

PONTIDENT]

Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2




Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2
CIG UANUAL Oi AIM INTATHATIVE TMSTRUGTIONS -

(2) Attach a TOP SECRET Signature Record and Cover Sheet,
Form 38-1%, to the document end indioate on the sscond line i the
Covor Theut the nane of the Iirst poraon o whom the doowment will Le
nemt,

(8) eliver the document to Lhe rosistent TOD YLCHKT
Control Officer of the 0'fice or HtaIY Message Conteor and secure his
olgnature in o TOP SPCHEY log; or, au an optional provodure, vnolose
the document (to which will Lo wttached e Duoument reoeipt, Form 48<16)
in « senled envelops und owll a TOF SECHET fourier. The TOF SECILT
Courder will sign a roceipt for the envelope and Lts cuntents and make
dollvery to the Assiatant TOP SECRET Control Gfficer of the Office or
Staff Message Centor.

b.  Tho office or Staff Heotion Moasage Center will,

(1) 38ign for the document in the TOF SHCRET log of the
originating offlioe; or, if delivered by T0P SECRIT Courdoer, slyn the
snvolope receipt and enoloswd Looumentt Receipt, Form 38-16, the fomer
to bs rotained by the (ourlor and the lattar Lo be returned Lo the
orlginating office.

(2) ntor the ToF 5.nNT dosuwent in the Hosgape entor
TCY JECIRT log.

(3) Insure that sach porson who handles or procesgos the
document oxecutes the gignaturo iscord smd fover sheot.

(4) nDpeliver the doowmont by Agsistant TOP SRORET Control
0fflcer to the reosiving (ffice or Siaff Seotion iHessage Contor and
havs the Assisbant T0P SHCRET Control Officer of that Office sign for
the doounent in the originating 0ffico or 9talf Caction Yesgago Conter
logs or, will send the dooumont in an onvelops covered by a receipt by
TOP SHCRET Courier to the roceiving essago Center, insuring tat s
Doounent Recoipt, Fdrn 30-13, is euclosad for exeoution and retum by
the Assintant TOP SECRET Control officer of the recolving Yeasage
Centor.

8. ’the Recelvin; ¥essags Conbsr wills

(1) aign for the dooumsnt in the TOP SECRET log of the
originating Measage Center; or, sign the envelope receipt and enclosed
Dogumant Recsipt, Form 38-16, the former to be rotained by the TOP
SECRET Courier and the latter to be retumed to the originating Yessage
Center.

(2) Record the document in ita TOP SECRUT 1085«
(3) 1Insure that each person who handles or processos the

documsnt within the Measage Center sxscutes the 98 gnature Record and
Cover Shest,
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(4) mneliver the document to the receiving affice by
Assistant TOP SECRET Control 0fficer who will obtain a signature
receipt in tho TOP BECRET log of the Mensuge Centor. If the recelv-
ing office is in another building, 1t will Le nocossary to delivor the
dooument by TOP SECRET Courler, thn customury receipt Leing obtained.
Upon receipt of the dooument, the recsiving office will sign Doounent
Receipt, Torm 38-16, end return it to the Message Center.

d. The Receiving 0ffice will.

(1Y 3ipgn the TN JECRET log of (Lo Assistant TOP GLOCREY
gontrol Gpficer;or, if tho dooument hans boen deliversd by Y0P SECRET
courler, sign the envelope raeceipt and the Doounont Reseipt (Form 86=16),
the former to be ratainod by the TOI SHCRET Courler and the latter to
be returned to the Yeasage Cenbour.

(2) Record the documont iu fts T0F BLCHET log.

(3) TIusure that each porgon who uses or handlos the
dooument oxacutes the TOP FEANEY Signature ecord and Cever jheet.

He Outgoing TOP SLCRET Intellipenocoe

n. Ceneral Tnatruction

All oIG~produced 7P $uCHET intelligenco dooumente will
be distributed by the Speoinl DNigstribution Umit, Central Rucords
Section, Services Division. Upon receipt of such docunonts for dis-
tribution, Special sistribution init will supply the originating oifice
with & Consolidated Reseipt (CI0 Form 35-%) for wll coples. It wiil
then distribute the documents in accordance with existing security
repulationsg.

- TELEPROEY, SURVICE

1. CQeneral

-

s, The 0T Talaphone Switaohboard is operated on a 24~hour
day, 7-day waek basis. Tha telophone number is Exscutive 6115.

. b. Official telephone extensions in CICG are %o be used for
the transaction of official bLuainecs. Pey station telephones are
provided in the corridors of bulldings for use of individuals in making
personal oalls.

2. Directory Service

8. A CIG telephons directory is published periodically to
furnish telsphone information on personnel of CIQ, Governaontd

LL;M,\E‘ B . !
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Dinl Codos, miscellansous numbers frequently used, and penoral inforumn-
tlon relating to tho use of' the dial telephons. Tolephone directorias
contain olassified information and sn such musti not be removed from
£IC promises without permission from tho Sacurity hHivislon.

be It will be the responsibility of each Office or gtafl
Seotion to formard to the Chief, Sorvioos pivision, attemtion, Chiel
Oporator, up-to-date roagtars of pernouncl, notices of chianges in
oxtesionn, and information conoarning doletions, in order thut an
accurate, current directory msy bo maintained.

6. Tnmployves may onll ¥xtonaion 431 to obtain an uxtonaion
not listed in the direotory, or any othor telephone information.

3. Long Distance Calls

a. Authorized long distence calls of an official nature amy
be nade through the CIG switchboard facilitios by calling the lLong
Distance Operator (Dinl 81).

b. Zach Office or Stafl jection will Aurnigh the ¢iief
Oporator with a 1igt of the officials authorized to spprove long
distance telophone calle and no long distunce oalls w11l bo placed un-
less approvsd by such officials.

o, Loug Distance calls should be of as short duration as
possible and should be made only when the business to be transacted is
of such urgent nature that special muil or tolegraph facilities would
be inadequate, or whon circumstances dictats the nsceasity for perasmal
oommunication. vhen practicable, long distance oallis will be nado
station~to-gtation rather than porson-to-person. (IG switohbourd and
telophone facllitios are not to bo usod for placing lon;; distunce callp
of « porsonal nature. T2, wnder energoucy conditions, these racilitlos
aroe usod for personal calls the Figeal Section, Pinance pivigion, will
collect from tho user the cormarcial rabe of the oall, plus Tedoral
Txcise Tax.

4. Repair or Other TYolophone jervioce

Hoquosts for necessary telopnene installations, repairs, or
othisr relatod service will Le communiocated to the Chief Operator.
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- Ghkbial
1, Surpode
Thoe purpose »f this instruction is to aosign tho rosponsibility
and avtablish Lhe routinem for procossing the tramsportation of CIG ape

ployoces, tholr immoediato faszilias und/or household goods and effecta, and
the tranasportation of orficial supplios and oguipmont,

%o functions und vosponsibilitios

a. the Transportation dochion, orvicos ilvision, will bo res-
sondible for:

(1) Aarranging all transportation for £I1G eivilian and milltary
porsonnel, including movement of imciedisby familios and household offocts
dhers parnanent change o!f station is invalved, proocurin, hotel, air ond
rall reservations, arranging truvel itineraries, issulng Transportetion
Reguousts; mecuring, for overanmas Lravel, nocessary theater clearances,
peEsports and visas, necossmry sir prioritiea for triveler aud any axcouq
bugiinge, reservations of space, shd briefing of travelser.

(2) Arranging for shipment ovargeas of supplies and oguipaent
inceluding propuration of Rocessury shipping end related dooumuents; nain-
talning close liaison with U. . Jespatoh o onba, Fortas of ‘mburzation,
2fChee of tha hief of “ransportation - 4. H. army, and air yransport Jome
zand for obtminin, space reservations,

(3)  srovidin, nmotor trunsportation for oivillan ana allitary
personnol on official business in and around the District of Columbia; :ain-
taining a gorage for ropalr, storage and assipnmont of all vohicles in the
lkotor rool,

b. Tho traveler, the uffias or Scarf sections concorned, and
various other officiala und aduinistrative aivisious will be rasponasible
for cortain othsr functions connogtod with travsportation us di scussed
throughout this instruction.

3« Forms Used
—
Listed below are forms or other documents used to requast and

authorise transportation, together with: a brief statement ss to the initin-
tion and purpose of each;

LU%HL’L“ i I;
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Q. Form loe 34-8, (ruvol hoquant, Lu inftiated by thn aponsor-
ing offiloo ar J3%elT Jectlon €5 raquent domenbio Gravel Lor ar aployen
und iy the buasis on whicn the Irunsportaiion sootlion oxecutos a 'ruvel
drdar,

be  Yoru Hoe S4=4, [ravol Lrdor, is exoouted by Lhw Irauapur-
tntion Swecion Lo dirent Gho Eravel oF Cho oeplo) ve ot juverruent exponge,
nnd 1y Lhe buslu on which the eaployoo nay olsla relniurasaont for ox-
ponses incurred in connootion Lhoremith.

Ce o fo. 30-28, Sequosl for varsons “ronsportublion, {a
initlatod by the dponsorin, fllon or —Enfl naiion Lo reguoat oversess
truval of Lhe euployey and {3 uzed Lo socure ald roiguired elearuncen, It
la alus the bauls on walehr e STansportation Soetion nrrnggos ) ST I
Tution for the «ployoo,

de Iranafer Lottor atuoria I, erascout Chuange o) fflcial

station is executoed by the Lhick, Turmonnol DIViGLon 1o ontublloh the fuet
That The trunafer is to the intorost o the povornnent, utd asonstitutes
the busio uutharity by tho ageney for Lhe Srwinpors of thoe aaployes, aiu
famediate funily and householi oods anl offfeets. Tho fora must be oxe
eguted prior to che dats aotual trimaportabion beg ins, and must contair
all bLusio authorieations Lo by , rantod joasiueh s subsouRont snendian g
SANNOT bo mmde for the parposo of | ranilng edditi one L s thoriiy,

o.  Length of Loervics .reenent Ly tmployee is oxvcusw! by an
aaploves solng ovarsoas Lo InGicnto Ris sproommt Lo romin al an overssas
place ol niaploymont for a uinipum porior of Luwanty-Cour months anc perven
ng the bosis for auvtnorisation ar dlamporaval of trovel froy oversese
20Nt Lo the United Stubon at -overmason, CXpaiBae

fo  Form ho. 36-27, iequost Cor Lovesent of iminily tm-.il/or Houso~
hold =ffeots, im initisted by thys eaplojea o roquest tho wovemont of his

farily and/or housshold efrects in oonneclion with his chone of of Meial

station, and Yo provide particulars thurcof. “ha origlnat and one copy
are forwarded o the Iransportation Laotlon to Lo uaad 46 & bugle for ar-
renging tho transportation of ti. faully.  in tho cuse of Wurseas traige
far, u copy is rotained by the Transportation Clenrunce .fficer o be uged,
akt the sropsr time (lee woction a3 n ousls for requosting the Sargo
Unit, Transportation Section %o ship the wnployec'a housenold soods,

ge Yorm Ho. 36-4, Heguost for Jvorsoas dhd paacnt o Cargo, is
initiated by the Tranaportation Cloarancs UIfleor of the JFflce or staff
Section concerned to request the Curgo Unit, Transportation Section 4o pro=~
ceod with the movemant of the oaployae's houschold goors or pevsonal offeats.

he Fora No. 36-5, Requast for Pigkel and Jelivery, is initiated
by the Trangportation Glearance Jrf specific information to
the Curgo Unit, Transportation igution as to location at which the plck=-up
of the houschold zoous and personal offeots should bo made.
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4. Ilnforuation far Uravaler

smale infornution relating co travel is conbainea i tne tane
dardized avoertunont Preavel wiendat ang, un nugnded, and Juronu o Lhe
dusinus Girculer A=Y, GuVhued.  ror.aetlon caverod b, Lhaoss Ditgle in~
atructiong {s not roproduscd tn taly ianual.  Can i'villowin, piary, ruphs
sol Lorta wduinistrative policlon s information portinenl ww Uravel.

na e len
ver Nes dn Hou of substatonce a2 11 b allows Wl -

wriged by the Cravel Jrdor, ey dded. Laxiaum ralog ure (6. par dny
Yuroeruvel within the eontiner el it sbates wisd the raton pregseribad
I oudyot clrewbnr aed Ior Lrovel o MiGe See Undbod Jutos. Phe gelone
daroadng wiil o be ane undh o asad in Comonbing e o i al lowanay Tor
sonbivuong travel of Gove Lhor U4 Yt g, op Tructionnl parte of a duy
at the cogeaniooannt op sinddie, o s contireous LIMVOd, ontaeiaetl of

!

:

ke rety Tor o amlendur un !

'

i s Ll o aon striad of Lio souars
N

2rolreetlon orereof, oy Lo LT Do ellocad | en fophltura Jros
wrtielald station ie e Cio0 L, L e FRLalL I Lo dwan iy oriur Lo
U300 Pass or Tor oany abanunn L axeaa L Lhros hours. Jaa Lollowiny
chnrgas wili bo ouid b, the Sravelor o hig Surochon adlowancos wetaa,
Lodidngy, butns, laund ey, Cung ard T ees o POORS, eardannl uue o0 rooam
el aesowiadas

Lo eratgunrbaiion

viering Givbine, telugrass ane ol .. REEEN S EVIF I
tinng, foos and btips, sloonin, an preasiug, ol elodl
butwoun pluzaes of lod;in,, ar dhose

HHA s o haoier s PLACL e 08 L.
H o

bia Laave ndle Lo Urevel Stutyg

(1) I lowve of sbaciaa op any cdnd bogdus s tertdanuoy
whinkn trevaler's protoribed hisurs - duby, porodien sllowances will termie
BHLo or vegin at tho sane Live; othaomrise travalor will be ro erdoc ng
being in gubasistence stubug unii) atlunight 0r Sl last day ou whiich solusa
service is rendersd creooeding tho lanve of sbgcuoo une froc L0l e,
of tie day an which antunl sorvics e rosumod.  Leuve of LLBLNCY wiiolly
within u day for mulf or less of tne proveribod working nuurs will be dige
regardsd for subaistance pUPPOBAs; whora Lt exoeds aulf of Lie yeesoribod
working Lours, no pubsistonce will vo o) lowsd for thal day.

(2) ihe erfect of alo. andfor sinmual leave upon thu con~
tinuity ol trivolor's doaicile at teuporary poust of duty shall be adnin-
fgtrativaly deternined upon bhe circumstunces surrounding the leave, and
final wuthority for such determination will reat with the Cortifying Jfficer,
Fistal Seotion, who approvos tha accnunt for suymant,.

0e Advance of Funds

iihere necossary to defray costs of contenpluted travel, an
application for advance of funds may be rndo %o the Fimoal Joction, rFinance

Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2



g o 1

APJ)I'OVGC‘ For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2
Gl TA

HUAL v AUHINTGR™ o LV (oG Lo -

Jlviaslon, in ncoordunoce with instructions contnined in oilo Instruction
by Lhe Lraveler upon executios of o dons of Indeanity.  Dosg
of the promfun for suoh hond ($06.00) Ln borne by the travolor,

de  Rouponglbility oI uie Jrnveloer

tho travaelor will bo repsonsibio fors

(1) oxmalning hin frevel order bo dntor ng it iU
spacifions all roquiremmnts, inciuding aodo o8 transportalion, parlod
covaered, plucos Lo be viaited, any cpeclel watvorizations, por clem or
obhor allowanons. L bhe Srder conn nou grovide wdeguate cOVarage, an
saoadoent should bo roquestod Shroa h proper chunnela prior %o deprrture.

(7)  audntulning, ascurnte rocures of Liune of daparture
frmm and arrlval ot destinations, official rxponditures lnciuding soplos
of tolasrass and any suid rooeipla.

(3) ascortaining i throwgh, exeupsinn, or roduced ruto
round brip tiskats enn bo oblalned.  The fael Hsh She oxisbunce of such
#ates ey notl hive besn tnown Lo the Lravoler docs ol rolieve ndm o) res-
ponsibility of obtalning lowon: roates. hou treveling by conmon carrior,
soverraent Transportetion Roguests Surniasned by Trargportation Hection must
bo usad,

{4) submittin, ;ublic Vouchur for iuisvurseannt of
iraval and Sther ixpecasez Inciuuin,, ror viewm, standard Form 1012, in ncoeor-
dunsa with instructions dhown in L0 sduinintrutive (nstruction - .
Ay unused portion of tlcexkets must bo atbuchod to the Haolmburisment Touonor.

(6) exorcising ummost cure in hardling unoxecutod Urange-
portation Requasty sinco the value of lost or stolen Gdmjuesta nay ba sharged
to the eaployoes. In the event of loas or thoft, traveler wus: roport tha
aumber(s) of' tho Hequost, wherw approprivte the numbsr of the bool in ahich
1t was contuined, und an oxplanntion of whn fuots surrounding, thec losas «f R
theft to Transportution Lection which ¥will orwuard the Iinforantion to i'ige
cul Bection for report to Goneral cecounting Office. I suen iisguests sub-
sequontly are losated, thay must be forsarded innediately to franasportae
tlon Sectiom for sansoliation. Hequests Toramurded througa the sails must
be ragistaered,

- DOUESTIN TRAVEL

The procedure outlined bslow is applicable only to travel by wvouchered
funds enployons performed entirely within tho continentul 1imits of the
United itatos.
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le Aoblon by dequosting uUffice

The reyuaating office will .ropare iravel kequest, bor bo,
3d=8, in duplloate, have L& wpproved by Lhe Cndof of the offioo or otall
section or nds desisnee, and forward 16 %0 Lo Transporbati on Section ot
loust forty-elght hours prior to the timo kravel is to bopgirie To amend
A proeviously issued Uraval oeder, the requouating office will subult n
now Fora ho. 34-H in the sacn mumare

£e Astion by Trangportation section

The Yrusmportution Uuciion will propnio u Iravel drder, lurn g,
dd=4, huvo tha nocensary abligatiou wastablisned vy tho riscul ‘sotion, w.d
provide tho traveler with the originul cupy of She @rder an suthor: Ly for
his truvel sand for use as n suppor ting puper when olaim is subainted for
25X1A roiaburgengnt ol expenses incident to hin bravel in ascordanco w.th 216
Instruotion |l o Wae Trangportation bewotlon will wrrunge for roser-
vaticas, identificetion cards, und Trensportation Royuests whsre appropri-
ato and will breiaf the travelor on fis rales and rogulntions pertaining
to offlelal truvel,

Se  roruunent Chenge of .iation

ne  rhon doussbtio sravel involves u perisnent cian.,o of of ficial
station, tho regussting offloe will procusd sg ingiosted in Faragraph 1
akovo, and at the awae Lioo will initinte fora ol 37«3, iorsonnel actlon
“eqaeat, obtailn approval of Sho Shief of tho 19figs or Jtulf “ecti a1, BN

forward the Cersonnel retion Deguest ©o the “oraomnel dvis:on.

be The Trangportation Hection will routne a Cupy D5 Vera du.
d6=0 To Lhwe Chiur, rorsonnel idvision, with u roquest thut n "Transfer
Lettor authorizing Permanent Shan e o Station” he praparad,

Ge The rersonasel Ulvision will prepare tie Sransfur .otbor authe-
orizia;, btrungportution of the awployee, hism imaediace “mally, bis house-
old pouds and pursonal offocts, unless spocific raquost is xade that sone
5f these itoas shall not be authoriszed; rotain one oopy of the trensfer
letter, Iorward the original o tae a pvloyee, forward two copios to the
Plaoal section, ¥inmnse Livision, uanc two 00ples o Lhe Trunsportation Sogw
tion.

25X1A
B v o ovsrsias comers

' The procedure outlined below is applicable speciticaily to travol
from tho United Stutes to overscas points, elthor for the purpose of a per-
manent change of official station or teomporary duty abroad.

CONFIDENTIA]
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1. dAction by Hequeating J{fice

we [nitiation

itequents for wovement of porsonnel to ovurseas points will
Lo initiated in duplicato by the sponsoring I{fice or Ltaflf Joctlon on
Form Hoe 53=23, heguuut for Jvorssas Transportution, in acoordance with
instruotions on tha ruvsrse therouf, and fomiarded to Lhe official do-
signuted as Iransporuation Ckaruncoe Jfficer for the Jftice or Glufl Loo-
tion soncernod.

be Clearance

iha Iransportntion Cleuranoe JMflcor will arrange for noces-
sury Security, assessaent and Sorsomnel clearances, physlcal oxmaination,
Umauniratlon, tralning and ludoctrination of waployce. ile will ostablish
ngcessary follow up reourds o insure that the foregolug ltems are com-
oleted by the "availabliity dute” indleated wn - ors he. $6=28. e will
s tre Form $4-28 and formard it tu duplicate Lo the Assistant virector
wr hig designou.

e approval ol Hogueat

The agolstant odrector of the Offlee or his ofticinl desijnes
shall be the approving orficial for dlequents for wersuns Uransportation.
teon Wi approval of Form 36-28, soction a theroul wiil be detuched nnd
retulned In “he files of she roguesting Office or staff{ Jeotion. 3sctlions
3 and § w11l bo routsd to the Transportation Hoctlon ws n busis {or nucess-
ary notion to procure brunsportation for the anplioyoce.

I

2, action by Transportatlon section

ze. freliuinary Intorviow

Upon receipt .f *ora Ja. B36=-23, the Transportation ection
will arrango a preliainary interviow with the prospective traveler hused
on n standard check list covering aXl steps incident to the vravel, 1eGe,
finaneial arrangesents, indoctrination, physical oxanination, immunigation,
secossary clothing and aquipaent, conditions to Lo encountered en route
and at destination, etc. Items to be accomplished will Le indioated on
the cheok 1ist, a copy of which w111l bo forwarded to the Traunsportation
Cloarance Ufficer of the sponsoring Jffice or btuff Section for appropriate
follow~throughe.

be. Travel urder
Travel Order, Fora No. 354-4, will be prepared by the Traus-

portation Sootion in mn original and {ive coples. The Travel Order will
indloate the appropriation und allotment chargeable and total estimated

ST AN ST S e ol &
‘{E;a?fg-‘.wft.‘{-}' tny
R BT H
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wost of the tripe The origiunl an: four oopluw, one of which aghmll be
1 coertifiad trun copy, will bm trunsuitted to the Flseal bsotlon, Fin-
anse Division, ror oblistion. The aripinul wnd one eopy, the lattoer
baarlng ovidense of oblipution, will be returned to the iransportution
sootlon.  The original oopy of Form doe 3d-4 will pe piven to the eme
aloyao us autnority vor his travel and for use w8 a supporting paper in
clalain, reinbursenent, of oxponses incident to ais Lrmvel in secordance
with Uiy adidnistrative ing ';mntlmx-

Ce Llourunce Certilicato

the Transportation Loction will BETRIL, 6 for puasports,
visag, identifisation curds, resorvations, {rinuportntiun nogyuests, wand
lhentor Comaanders' approval and air privrities whore nppropriate. 1ho
Iransportation seesion will wscorvein Uroa bie lramporvution Cls arance
GEPLear thut Lasuniestions, clowrsnces and obhier 1teas on Lo oheox liast
have besn ncoomplishod and Ghut Lhe Groveler is availublo fur depurture
wi achodulede  Sostion o o5 TOris Hoe 308 will be detkohed nnd forwaraed
Lo the initiating offiver us nolification or wviployea's dute of Gepsriurg.
Yha Transporeation Section will Lhoen issue o Clourance Gertificuce to ine
fori he vaployue us to time and polnt o) depurturae end will autiinrize
hls Lo procaad Lo the rort of aribnrwtion, nnd will arrsnge tringportution
therahbo,

de  Woulficution of Lepiroure

(1) Aifter depwrture .J eaployes Crom headquertors, e
franspurtation Jection will notisy Lhe sponsoring sidice or staff Lection
wha tne {ravel Unit, rigoal section, fnance Uivision, of the dase of Buoh
dopartwre anad the deve wuno e saploywe is requirod to regort. to the :'ort
ol srbarcation.

(2) Upon departure of tho enployse from the cort of 'wapare
wlion, tie Transportation Section will noLify thy sponsorving ffice, the
5 ; b »

Traval Uni%, and the appropriste Chief of tisoion,

9. vonliramtvion of arrival

vpen arrival of the waployeo ai hia dustinaticy, the chiel
of wuisslon will notify the ‘Transportation Suction, wio will inform hne
Sponsoring Urfice and the Fiascal Section of the tine, date und placs of
arrival,

3. Pormanont Chnm;o of ytetion

&. vhere the request for oversoas travel involves a permanont
change of official station, the Requenting 0ffice or LStalf Section will,
concurrontly with the proparation of iorn 59-23, initiate a rerasonnel
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Aotion lequust, Form 37-3, ubtain approval of the Assistunt Jirector or
hig designoo and forwarl the Pursonnnl Aotion Heyusst to tho ivrsounel
iJivision,

b. The fransportation Soction will routo & aopy of Fora ho,
36+23 to tho Chief, Personnel Divislon with & request thuat « "Transfer
Lottor authorizing rermunent Change of Station" bLe propured,

C. _The Persouncl Divliasion will procesd as outlined undor

seotion

B v nou vissian s o vls,

The proocadurs outlined below ia applicable spociciosliy to Sravel
fron overaeas polnts to the Uslkie, olthar for the purpose of a permiont
change of station or for tomporary duty in tho linltod states.

1+ Clearance and Approval

Whenever the Chiof of n ldssion abroud wishes to raturn an eie
ployee to the United Statas for Lenporary duty or parmanont change 9f sta~
tion, he will forward a request to tho sashington Office or jtaf'f' .cotion
concerned. The Uffice or taff S-etion wiltl initiate Fom 36-23 in &
similar manner as for an omployee who ia to procoed oversons. Thisg form
will bo approved by the Agsistant dlrector or his denignee aud forwnrded
to the Transportation Section.

Tue Transportation Section will prepars tho Truvel order, lom
34=4, und will forward the original to “ho traveler who sy nob proceed
unbil receipt thereof. In tho case of un emargency, the Transportation
Sootlon will forward a ocable to tho Chief of the Oversens “isgion iuform-
ing him of tho date on which the traveler nav procsed. In such instances,
tho travoler will pick up his travel order upon arrival,

2. lPermanent Che.uﬁo of Station

If a permunont ohange of station ig involvoed, & form $7-3 will
be initiated und formarded to tie Personnol Division.

The Transportation Section will route & copy vl the Soction "3"
of the Request, Form 36-23 to the Porsonnel Division for the issuanco of
necessary Transfer Letter Authorizing Permanent Change cf Official Station.

The Trunsportation Seotion will then prepare the Travel Order,
Form 34-4, and will arrange the transportation in the usual manner.

QQ\‘\?‘D?_\\\\h\
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25X1A
e Tamporary waty in the United statos
a. Justification

(1) Temporary iLuty in the United Ytntes for an eaployeo
stationod ovorsosa must bo proponderantly in tho intorest of the Govern-
mont, and as a goneral rule, thoe poriod of duty should exceod any leave
whioh may bo grunted the e:ployoe.

(2) Care must be exorcigoed by tho Kequrating Uffice in the
selootion of an employse for temporary duty sinco tho offiocial oupacity
of that enployse will havo n bearing on tho allowability of oxpensos in-
gident to asuch duty, e.g., Justification of tovporury dubty fer n clerik-
stenographer would be difficult,

b. Leave

iihenover an smployoe she is on Loaporary duty In the United
States sponds part of the perio: on leave and part on duty, he will be en-
titled to por diem allowance only for the period actuully spent in a duty
status.

4. loturnaes
Tho Transportution Suvetion will provide an euscor. to meat ro-
turnoes at tne Port of lebarkation and will arrange Lraunsportatlon from
the Port to hoadquarters waon such escort iy roguired and specific requost
is made therefor.
25X1A

B crSPORTATION 00 VACILL D ARD/OR HOUSEIOLS GOOUS

l. General Provisinns and Limltationn

The proviaions and limitations of Publio Law 600 and Ex_cutive
Ordor 4808 shall be theo basic authority for tho movement of fanilies and
household goods and personal effects;

8. Trangportation of the suployse, iis immediate fami iy, and
hia household goods wnd effaots must bo authorized by the head of the Agency
or his designee in a transfer order which specifically ustutes that tne trang-
for is not for the primary benofit or convenionce of the enployes or rt
his request. (Section 4, EO 9305)

b, The Govarnment will pay the transportuation cogt of th.- em-
Ployes'a "immadiate fanily” only. "Immediate fanily"” inciudes wife, child-
ren under 21 years of age and dspendent parents. In-laws are not considered
as vart of the immediate family. (Section 1, :0 9805)
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0. Yruusportution or tho lmaodinto fasily of tho evplojos ahull
20 subjeot Lo the provialons of the Gtandurdized Travel Kogul \Liosas which
roluto to Lrungportatlion. (Jection 3, &0 9800)

de  Howsohold gooust wi pursonal elfeets shodd vob iuclade
vines, liguors, avimula or birds uew nocedsary in Lie poclormancas of of fi-
eiel dubles, or wutomobilos. (Jeolicn 7, .0 G800

g.  Tho aaxlaum wolpnt allowwnce for the transportation of houso-
ol poods und effwots in 7,000 pounds net, or 4750 pounds packod and
oretnd for ouployess with feadlies, wund 2,500 pounus net or 3125 pounds
paciod end crated for uwaployeos wlthout facilies. (Seotlon 17, 0 98D8)

o ALl trunsportatlion allowod tn connostion with the chanpe
! M
a0 ollielal station of s oeaployon shall begin witidn twe voars Sron oue
3 I L K

olTeetive dube 0f Lhe bransfor, exoopb shab the thaa Lisdt of o Fuars
shull bo exc.usive of Lliac speab In ailisary service ane oo tiae duriag
which shipping rustrictions nate Sravol and trensportebion bm sasniblo.
" K 1 i I3
Section &, IX) J8U5)

6o Yemporary storage of pubhorized wei hh of hauseinld effects
augt nol excoed sixty deyse  (Sectlon D), Do addn)

he Valustion uf proporty ss doclured Jor shippiiy purposes must
wl oxoeed thet ot whlch tho lowest froighb rates will wpply. 1f e
ployen -lusires higher valuetlon ke nust wysuue churpes inourred in atcoss

of tho shurjes at lovesy rutwv.  (Hoobion 24, 0 YBUD)

le The cost Lo the Sovernnent for wrwnsporting vhe ouployae,
his lnoodinto family, and his houschola goous und wifosty must nnt exesed
tas cost by the wost sconomical route beobtween bhe lnat officizl atubion
and the new offioinl station, oxcept thut Uor o new tppointee o an over-
seas poot, his loeediate faudly and Ldu housshsl: [oods und cifreats ey be
trengpertod ab povermaent erpenve frow s pleoe of wetusl residencs at
tine of appointuent to place of employment cutside continental United
idtates in accordancse with fublic Law 030, provided that suen expense ashall
not be allowed new appointees unless and until the rorson selected for
appointment ghall ajree in writing Yo rewain in the Jovermmwnt Service for
3 Boaoified time #£ollowing hisz zppoinimsnt usnless ssparated for roasons
boyond hias control.

Jo Fo= uversons trancgortation, the actual costs of paczing,
crating, drayage, unapackir,; and unorating (not to sxosed aubthorized weight)
will bo allowed. (Section 17, ¥ 9895)

X. For twmusporbation within the oontinental United Stutss, in
lisu of paymont of actual expenses, reimbursenment shall be made to the
snployea on u counutated basls nt rutes per huudred pounds as fixud by
zones in Schedule A. (Seotion 12, EO 9805) 1Ia claining reinbursement,
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ginployoe will bo roquired to submit origlnal ovidence showing point of
origin, dostination and woliht. (Saotion 14, 10 9805) Upon sxacution
of & bond, an advange o!' funds uay be rinde to wnploywe to cover the ex~
ponasos for shipmori of housoehold offects within tho United States. (vo0-~
tion 156, 0 940L).

2. Actlon by Requesting o "flge

a. Yhe Tronsportation Cloarance S0f1lcor will:

(1) have the eaploynuv oxscube kora io. J6-27, heguest for
voment of Pidly wad/or Househol: iffects, in an origliul and two coplos
prior to relousing the neguoasis for {wensportation ur Traveal,

() roviow tho inforaation Murnlshod on Sorw Soe-0 0 do-~

Larrdne that the request 1o properly wilowable in sacordance with i ongy
policy and rogulation,

(3) 1ilst on tha reverse of orm 36-27 any conditions inci-
dont to the roquest. In uzany ouses tho .ovement of Gho enployve's family
and/or hounehsld peats and porsonal affects wlll be conditional upon tha
Pulfillaent of cartaln bligatloss suech an Lho proosureaent ol adegunte houg-
ing, Lhe approval of tho Chiof f Uingion after tho crployoe hay sorved
o probationary or trial porisd, ate. It ia the rospongddility of thoe
Clenrance Mf{icor to indicata ou the roverse side of For 33-27 that tho
Trangporiation dechlon anwoul i ascortein from tho (louranso 9 iver that
all gueh obligutions huve boom aet Fafors procoodin with Lne aovement of
tho family und/or hougshold joods and oi'focts.

(4) pend the eiployen to tho Transportation deat.on for nde
vioe concerning wonat soats the fovornment will pay awnd vhiabt responsibilities
tha dovernment will assune In sonnoctlon with the umovemont a8 hlg Mmily
and/or housohol - seody nnd offocty,

(£) foranrd original and 1 capy of Toru d6=27 to the Trans-
portation jection und retain a pending copy in hia file,

3. hAotlon by Transportution soction

3¢ Doxostio Tranaportution

(1) 1In *he case of domestie tranoportution, tho Transports-
Lilan Jeotion will, upon receipt of Form 30-27, advise the onployes to make
his om arrangemonts for the movement of effects and housshold $oods and
sub.it reimbursemen® vcuchor for paynent in accordance with the provisions
of Exocutive Order 980G,

DONTTNTIAY
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(2) adviso the Bapioyuo L0 wransport nis Languinte faaily
A neeordwitao with bhu provisions of Shwndmrdlzod COVOrTGuIL Iravel noe
sulations, Lxeoutive order H80L, and Act of Yebrusry 14, 1931, (5 0.5.0.
43(a))

be Trauspoccucaon Lo and irud Jve:rseas i'ointsy

Theo Trausportation soation will:

(1) upon regeipt of :orw 56-27 obtuin From tho learence
Ufficer of tho ioquusting ufilee “orw Wo. dumd, hequagt for Ovarsess shipe
monb ol Cargo, in duplicabu; dors in. dGeb, noguost far Ploke-np and e
livery, in criplleste; mwaoranaom requesting urreneusnts by made For tho
novesent of tho eapleyse's iwmedlato funily.

{(2) Arruuge Qor tae crabing, plec=up and trusportation of
v offuols Ll wGousduncs wilh wssablishod nuen nclnation.

(G voutneb bhe mepbors of tho o iployee's imnediate ianily
and arrange for passports, iamunizations und nedical oxaninations, and
obtain the nodossary Srunsporbnlion io KecOrdnaGs wibh ostanlisneo authori-
zallons,.

(&) ustublish uppropriate poading filos and anintain o

Yollow-up unsil Lho aovenent of the housghold pavds anifor Maoily is com-

Pluvad,.

B TR CORTA LN U SUSLT L nk i LR

le vickeu

ue ihe Oifice or Sunit Sucuion concornod wili 111 out “urn
Hoe UG=4, deguest fur Dvsrious vhipwont of Carpo, indicating typo of funids
chargoable, unttach ote Gopy of requisition of mnierial Lo be shippad, and
foruard vo (nrgo unit, Crensportation Section.

e Whero possille (LG warenouse fucilitios will ve used to col-
iect, puck and craty tho property for shipment, Tis Sargo Unit will fope
ward o shippin; document togethor with a copy of Form 36-5, Request for
Plck-Up and Dellvery, to Storage and Issuo. Upon receipt of the property,
SYoruge and Issus wlll rorwurd a notice of delivery to the vargo Unit,
and, uwitar packiug und crating, will issue au accomplished dooument notify-
ing the Caryo Unit that the property, detailed as to welght and cube, is
ready for shipment,

AL

nt)
TN WY
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25X1A

2. Shipment to Point of Embarkation

25X1A

bs  Upon roceipt of the sssicrment of space, tho Cnrgo dnis
will Isauo 4 notioce of shipnuns Lc Storage and Insus or 4o the conmmarcial
carrior giving all rnecessary particalars as Lo the phipcent., In the ovent
property preparsd for shipument by Storage and Issup oannot be wmoved to
the point of eubmrkasion by Ui facilicdes, a Cl¢ Bl oF fadin, will be
Isgued by the Cargs halt o efteab shipnent Uroz tihe warohouse through
coranorclel means.

do Shipmeut Lo Destiuution

25X1A - 5
a. too | <11 conplote siipnoat o

deztination ucoording to tuwir respoctive progodnures.

4. smothods of rayment

A, (QIG Bills of kading will be used to transport nmseriel from
inland pointa to Fiii in conneotion with shipments through Y.ar and ligvy
channels. & copy of the bill of lading will be forwarded to the Fisoml
Section for encumbrance, together with a capy of "hetter of Prunsfor” in
the caso of housshold affects. Billg will bLe presenved b the carriars 25X1C
dirwct bo the Pseal Section and bayment will be made in acoordance with
appliorble repulations.

CONFIDENTIAL
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Bl L0CAL K0T B TLalisPORTATICH

1. lxisting tuoilitles

fe & limited nwsbor of juusonger oars wnd Lruois, gara,ed ot
alwd operaled from tiw Motar ol, are aaintel by whe Trangportation
woctlon for offloinl use by 200,

2., ldmitations on lUge

ue  cublic Law 000, 7Oth Cougrons, rovidues tiubg

* e lindasn r)tlmr:wlmv apeol flonlly provided, no wppro-
priation nvailable for wny dapartmont shall be oxpondod. .. for
tho mainvenance, operation wnd repair o ay vovermstib-ownod
pandengor wotor wvohicle or anireraft not usead exolugively for of'-
fielal purposes; wid "officlul purpowes” sheil not inciude the
transportation of offloers and employves buiwoor thoir donalclilos
and places of enployment.... Any officer or woployee of Lue love
ornment who willfully usec nr authorizes tho use of arny voverteonte
awned passen;sr wotor vehiole or aireraft, or .. ALy UGS BULiGol
motor veniole ur ailrorsft lemsed by the vovorniont, {for othaer
than officlal purposes or otherwise violavcs Lhe provislons of tuls
paragraph shall bo suapunded from auiy Ly the head of e departe
aent concorned, wibhout compansatlan, for nob legs bhan o cwozaling
and shall be suspended for o longer perfod or munmaril, renuved
“rom office If 0irowiuinnioss Varcant.. .. o™

be In view of thn forogoln;, slatute the followin,, ruics will
applys

(1) Trips are not nutuorized to or sroim bhe pussenger’s hone
or place whors meals iry taxorn.

(2) Chauffewrs sre forniddon to dovieto Irea tie aost Jdirect
route to tno destiuation ol forty in tho Mspaten Skip unlass previous
approval is obtained from tie Dispatchor.

{3) Ihns roguiveisuts of oprratiug rul s PIstod un ou lucurd
in officlal ears must jovern Loth chauffeur nnd PaABISenor.

3. Dporation of :dotor Fool

a, iteyuests for automobile transportution will be aude by Sele=
phone call <o tho Dispatcher, Liotor rfool, Transportatzon Joction. e
of thoe passenger, time and plucn of depurture and the dostination will be
glven, and passenygor will be requirod to report proagtly to the point of
departuro. Caro will be exeroised to avoid reserving automobiles for tone-
tativo trips, and tho Dispatcher will be notified prasapily viaen soladuled
trips are cancelled,

CONHIDENTIAL
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-- FROCURSAUNT - 3UTLy

Bl ORURAL
1. Purposo

Tho purpose of this instruotion 1s to outline the procedurs to
bo follewed in connootion with tho requisitioning, procurenont and isoue
of supplius, equipment, and aervicos other than personsl,

2. Organtzation and Funations

a. The Supply Seotion, Sorvices Livision, .»p liranch, in
responsible for tho procurement, storago, maintenance, and issuanos of
suphplien and equipment, and tho procurement of contractual and miwgool-
laneous services required for the oporations of the CIG.

To accomplish the fuinotlons sot forth above, bSho Supply
Heotion has sstablished the fuvllowing units,

51; Processing Imit
Proauroment imit
(8) storage and Iagus tnit
(4) Contract Unit
(6) 3zeal Ratate and “aintenance Unit
(6) Applience Yaintenance Unit
(7) Specinl Proouremont Unit

b. The Roproduction isotion, Rervises Niwvision, Pra Aranch,
ie responsible for providing through its owm facilitiss or OPO all
printing and reproduction services, with certain exceptionn, including
composing, drafting, mimeoyraphing, ditto, offset printing, outting,
padding, binding, wmicrofilming, photographic copying, photographio
printing and enlarging, photostat, ozalid, and identification photography.

B =:quisrrionmic

1. Porsons Authoriszed to Requisition

8, Kxpendable items or reproduction work may be requisitioned
froa the Supply and Reproduction Sections regpectively by the designated
responsible officers of an Office or unit thereof,

b. Requisitions for non-expendable items, contractunl servioces .
and repairs to equipment must be approved by a Unit Supply and Property
Officer, and in the cmse of items the cost of which exoceeds {50000 the
requisition mist also bear the approval of the Chief of the Branch or
activity for which the i{tems are to be used,

8. Requisitions for Communications items must be approved by
the ¢hlef, Commmioations Division. (See sootion- o)
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2. Porms

The forms to be used in roquisitioning supplios, oquipmont and
servicos from the Bupply and Reproduction feotioms are;

a. Fom 36-7, Roquost for Zupplios, "quipment, and Sorvices
be TForm 36-2, Reproduction Requisition
3. cnhloﬁg

Thros standard catalogs indicate all itema stocked by €10,

a. Catalog of Offico Supplies !oxpundmble Ltoms)™

b. Catalog of Office Equipment (non-oxpendable Ltoms)

o. Catalog of Ixpendable “Medioal Supplies

* Part IY of the Catales of Office Supplies contains o list
of approved CIG formms; also informaifon us to the various roproduction

tochniques for guidanco in ruequisitionang reproduction jobs.

4. (Qeneral Routine for Ordoring supplies, Equipmont, and Services

a. Action by itequisitioning Office

(1) Number of Coples

To requisition supplies, oquipment, or services, Farm
Hoo 3G~7, Roquest for Supplies, Tquipment ond Nervices, will be prepared
in an original and two copiea.

(2) Apgrml

The Requisition will bo approved by the imit supply
and Property Cfficer, if for non-expendable items; by tho Responsible
O0fficer if for expendable items; or by the Chief, Communications
Divisien, if for cvimminicationa items.

(3) Bubmitted to

Requisitions will be forwarded to tho Chief, Supply
Seotion, oxcept in the came of Roquisitions for expendable stook items
which should be submitted direct to the Office Supplies end Equipment
Sub-mit-

(8) Deseription
(s) Regquisitions must inolude a complete description

of tho items required, suggested source of supply if Jmom, model number,
specifications, and sikstoh of the {tem when necessary.
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(b) If stouked itens, desoription must agreu with
oatalo; numbers and nomenclature.

(o) Requisitionu for ropnirs should fully idantify
the 1tem, including make, serinl number if mny, and the nature of theo
ropairs if kuowvn. EXCKPTION: ~ Swfes - Nopalrs to or changes in
combinations of safes wiIl not he made by ¢the Bupply Heoction, snd no
Requisitions should bo submittod therefor. Roquests for such service
will be made by telophono or wemorandum *o the Jocurity "vinion. (roo
Adminintrative Instruotion .} enovor it is necesaary to
goouro thism type of service. f¥on a commoreinl concern the security
Division will requesl the Supply Seotion to procurs the sorvioce, .

(d)  hequivitions for Contrmctunl tervicos munt bo
supported Ly oxplanatory momorande or statoments of Justs ficntion ax
oocasion roquires. Prolininary consultation witl. tho Chief, Supply
Sootion, is suggested to romolve questions in doubtful cases. nder no
ciroumstencus shall negotiutions be oarried on or any scontrncts or
agroenents be ontorod into or obligations or commitnents nado axcont by
or on spocific approval of u properly authorized contracting officor.

(5) Foint of Dplivery

The point ai dolivery should boe insertod in “ho space
provided and may be a point other then the place whare tho Requisition
originates. The original of the Toquisition Form 36-7 will be the
action copy; one copy will be roturned tv the Accountable 0fficer for
rocord and for bnsic reoforeugs in tho avent ¢f nocuessary inquiries;
the remaining ocopy, in the case o oxpondable mtock itoma, will wocom-
pany delivery and be the record of receipt. The person recolving the
itens, will be roquired to nign tho latter aopy. (In case of delivorioes
other than thuse of expendable offico supplies carried in stock, aorinlly
vunbered Porm 36«10 will be ugod for rocelpt purposes.’

(6) v¥ihen to Order

(2) Requisitions for all supplies mnd gervicos
axcopt expendable stook itemn, must be submitied as far in advance of
roguirements as pomsible and any special urgency should be stabed snd
Justified, notwithstanding any oral clearance proviously given,

(b) Requisitions for expendable stooiod offico
supplios may be requisitioned 24 hours prior to neod, asz dolivery of
such ftoms will usually be made within 24 hours.

(c) Requesta for omsrgency repair service nay be

made at any time by telephaone call to the Chief, Applisnce Unit, and
confirmod by requisition in tho usual mauner.
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(4) Roquusts for msuch miscollaneous servicos as
roplacermsnt of lamp bulbs, repair or adjustment to doors, windows,
blinds, floors, floor ooverings, radistors, pipes, may be nade ut any
time by taelephone onll to the Cliiof, Neanl %stato Init,

(7) Classification
Loagg iloatlon

For proupt und offective handling of roquisitions,
all aupplies, oquijmunt, and servicos are grouped into clanses. 4
svparats requisition should be preopared for itous falling; undor ench
o 10 olasses Ileto ows T

(a) Expondable 0ffice Supplies listed iu the Catalog
of 0ffioe Supplios.

{b) ron-oxpondable 0ffice Tquipnont 11stod in the
Cataloyg o 0ffice quipnunt,

(o) Modical. Bupplies and Equipment Linted in the
Catalog of ilodioal Suppliva.

(4) 9pfice gupplies and Squipnent not linted in the
oatalogs.

(o) Kodioel Supplies and iquipment not limted in the
catalog,

(f) communiontions Supplios and Yquipmeont.,

(8) spmce, utidlitlies, aud bullding maintonence cone
elating of alsotrical or cerpentry work, aciyuisition of e:ditionnl
offico spaoe or moves botween offices.

(h) Ropairs to 0ffice Applisncens such ws typewriters,
adding machings, numbering nechines, stc,

(1) Leases, Contractual Services, Including the
noguizition of space by lease or other arrangemonts; utility sorvicos;
repair, alteration, or improvements of proporty; the inztallasion of
and/or rental or lossing of fnoilitios snd aquipment and repnirs theroto
for which the govermmont is respousible; special aservices of m contraotual
n‘mo

(J) operational supplies and FEquipment will be
stocked, but not listed in a oatalog for security reasons. When n
requesting efficer Las any doubt that tho item which ho roquires fnlls
into this olmas, or if he requires any specifio information with regard
thereto, he will maks inquiry of the Chief, Supply geotion.

CONFIDENTIAL
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b, Aotion by Supply daotion

(1) The Chief, Oupply fJuotion, or otner addrosses of the
Roguioltion will exwumine, approvo, wnd forwurd the Roguiaitlion to the
appropriato wnit for sction.

(2) Ir upon examination the fequisition s dismpproved,
the Chief, Supply Teetion, will ro*urr al) ocuvplos of Lhe Royuinition to
the requenting offien with n brief stnteniert of explenntion.

5. Gounaral Routino for Ordoring Reproduction and Printing

8. Form 36«¢, Reproduction Requisition, will be usod rfor all
reproduotion end priuting Johe ‘o be porformoed by CIC facilitive. !aoh
offioo requesting reproduction of matarinl shull collaborate wiil, the
Chief, Reprodustion Spetion, to determine the bent type of reproduction
to moot the requiremmnts of tlio Jjob ordered.

b.  Tho Roquisition should bo prepared in duplloato and
25X1A ferwarded direct to the Chlef, noproductien gention. Ir those cases
whors the job invelves the drafting of a new (I form or the revision
of en established form thr Toquisitlion should be routed through the
Procedures Unit, Financo Hivigion (3es Section - Ye

0. Ppinting or reproduction jobs to be porformed by the
Government Pnintinz 0rfioan or other outside agency should bo roquisi-
tioned on Form 3G=7, Request for Supplioa, Bquipuent, and Services, and
forwarded to the Chitef, Iupply %ection, in +the usual manner. *hen in
doubt ay to the proper roquisition to use in a given inatanco, the
thief, Supply Sestion, or the Chiof, Daproductlon sectlon, should be
consulied,

25X1A - PROCYRRNNT

1. Authority ror Procuromont

Tho right to effeot purchraes or enter into coutraots is ro-
sorved by atatute to the NMirnctor of Central Tntelligmmoe snd cunnet
Yo oxarciged by mmy other individunl in O17 exsept by apooific delegation.
Such speeific delegation has boen made to tho Bxecutive for I'*A; the
Chief, Services Divislen; the Assintant Chief, Sorvices Niviaion; mud

the Chief, Supply Seotion.

The above nemed individuamls are the solo agents for the
performancs of the functions of purchasing and contracting, and any
prwrchase, oblipation, or cormitiiont on the part of eny otlier individual
will not be recopnized or honored by CIG. (See C.G. )

In tho case of contraots emounting to 82,000 or over, the
original and one copy will be certifiod ns to legal sufficioncy by the
Goneral Counselts of'fice prior to release to the cantractor,

LUNM UL AL
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2. Methods 0f Proocurement

®. Purchase Order Form Ho. 30~1 will be used us an authorize-
tion to o vendor to deliver supplies or services. Tt will be nigned by
the Chief, Supply Seetion, or his designes.

b, Contracts will be used for entering into formal agreemsnte
signod by both the Government and the vendor authoriring the contractor
to furnish the services or gsupplios. The contract instrument usually
ouployod will bo the Sitandard (1.3.) Form o, 33 entitled, “Invitation,
Bid, and Acoeptanco. ”

c. Jtandard (V.3.) Form VYo. 2 entitled "Loase betwesn (blank)
and tho United States of Amorfaa” will be used to sontraot for office
or uther upace outside the wmotropolitan mrea of Washington, D. C.,
unloss such spage is otherwise awveilmble.

d. gtandard (U.5,) Form Ne. 40 entitled "Contraot for Tolo-
phono forvico” will be used to contract for telophone service outside
tho metropolitan aree of Waeshinpgton, D). C., unless otherwise provided
Lor.

%s Lotters of ajgroement, or menoranda of verbal agrocmenta,
will be usod botween CIG and other jovernmont agencies and will consist
of latvers of roquest and lotters or ncoeptance stipulating the supplies
and/or services to be rendered to the CIC and the tems of rondition
thereof. Vyocedure for negotiatin;; letters of agreement will bo governed
by the ciroumstences surroundii; oach individual case, but in gonersl
such requiremsnts should bs approved snd arranged for by the Executive
for Personnel and Administration, and in nll cases cleared with that
officlal or hls authorized reprosemtative,

f. Bills o Lading, Stendard (U.5.) Forms 1103 through 1106,
will be uned sm authorization to w oarrior to ship supplies and materials
at govemment expenae.

g There are alsn certain spociulized methoda of pracurement
obgerved by tho Supply Seotion, utilizing special forms such us,
Standard Form No. 1, "Iequisition for Printing and Binding,"” for obtair.
ing printing and binding services from the Government Erinting 0ffico;
Govormment Printing Office Forn R-2390, "Order for Standard Morms or
8upplios™; Form No. 10-292, "RNoquest for Work to be Ferformed" by the
Public Buildings Administration of the Federal Torks Agenoy.

3. Boutine of Procurement

B Gmorl_l

Requisitions for any items not earried in stock, after
approval by the Chiof, Supply Geotion, and recording in the Processing

syeege e Tl
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Unit, will bo routed to tig approprinte proouring unit for aoquiaition
of the itoms by purchase or otnar nomns from oormerciul or jovernmont
sourcus in aocordance with Lertinent laws and rogulatione. (ontractunl
purohases amounting to $2,000 or over, or contracts for continuoun
sorvices or leoasing of apmeo will be handlod in the Contract imit,

All other regular purchases will be handled hy the Procuremont init,
Nther types of uwequisitions «i11 be handlod by othar wntts ag anninad.

b.  Obligation of Fundg

The praparation of the Purchase Order and/or Contract
involves the commitment of un oxponditure which must be obligatad on
the Allotmont Accounts of the Contral Intolligence Group, Bofore u
Purchase Order, Centract, or othor iustrumont involving vouclorsd funds
vay bo issued to a supplior for aorvices, equipment,or suppliom, the
doswnont must be routed via the Hudget Seotlon to the Accounta Imit of
the Piocal Geation for verifi{oation that finds are available. Iudion~
tlon that an oblijation hus been established will be placed on two oaples
of the Purchase Order form; in c¢ases of othor instruments of proourement
which are not accompanioed by Purchinze Order, the Acoounta it will
indioate tho ecatablishmont of obligetion by oxocuting a Form 34~9,
Hiscollunsoua Obligation Record.

If lack of funds provents the Accounts Unit frum ostablishing
un obligation, the procuring officer will notify the requisitioning ofice
and the ordor will remnin in suspense in the Supply Seotion until the
requisitioning offico requeats and obtnins the necessary nllotment of
lunds from the Bydget Jootion, and notifiea the Supply Seotion accordingly.

. Distribution of FPorms

(1) After the preparation of the procurement dooumonts and
the obligation of funda, copies of tho procurerent dooumonts will {loner-
ally be distributed as follows:

Original, with additional copies whero needed, to the
Bupplior of the comnodity or service

1 oopy to the ™ascal Seetion

1 copy to the Recoiving station

1 copy to the Requisitioning 0rfice

All othor copies rotained for internal use of Supply
Section

(2) contracts are an exosption to the foregoing and are
distributad as follows:

Origina) to GAO via the Mscal Seotion

1 copy for Pimoal files

1 copy for contractor

Remaining copy(s) retained in Supply Soction
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- STORACE AMD TS3UR

1., 3gtorage

A wurehouso at Posslym, Virginia, and two mtoock rooms at Yorth
Building aro maintmined by CIG to nocommodate items of supply end
oquipmint carriod in stock for imaue apainst requisitfion; and to recelve
and dispatoh all shipnents, Ty6 warehouse 1s the main repository of
supplios sand oquipmont,

A perpetunl inventory of nll items carriod in stock will be
naintained which will reflect the {gsuo of atook, tho balance on hand,
che rate of ounsumption, and will sorve ns & basin for parfodic roplenish~
nment of stoolk,

Any surplus praperty will Lo reported to tha Chief, Ytorage and
Issue mit, on Form No. 36-24 ontitled "Property Turn-In or Transfer
811p" oxecuted in an original und 6 coples. {8oo fdministrative Tnatruce

ton[ll_____.)

2. Inooming Matorial

n. Reoceipt

8upplios and equipnent procured by Purohase Order, or
oquivalont document in spocial cnsos, are received at the warshouse,
Thn rooelving clerk will inaspect delivory for condition, to insure that
1tsis moot apeclfcationa, and ohaak it for quantity comparing it with
tho copy of tho purcnass documont. The Storage and Yssue Unit will
instituto claims for loss, damage, or omission. Receipt of shipnont
will be rvcorded on CIA Form %6-10.

b. Re~delivery

Redoliveries to looal consignees will be mocompaniod by
CIG Form 35-10 which 18 prepared in 7 goples, dismtributed ag follows:

Originel tc consijmee for receipt and retumn to warehouso
files

1 gopy Vo Froperty Gontroi Section for property recording

1 copy to the Pizeal Seovian to support nudit and payment
of vondor's invoice

1 oopy to Accountable 0fficer

1 copy to Responsible Officer

1 copy to Progessing Mnit of the Supply Section for
recording and cempletion of procurement records

1 copy retained in files of Receiving and Inspection fub-
Unit

NOTE: Delivery of stooked items will bo mocomplished in the samo manner,
WITh the exception of expendable Office Supplies for which tho roceipt
will be a copy of Form 36-7, Request for Supplies, Bquipment, or Service.
(Ses Section
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8. Outgging Matorial

Domostio and oargo ehipmonta will bs prepared by tie fitorage
and Issue it where responsibility will reside for morting, RO rOER-
tion storing, prooessing, waterproofing, packing, aad murking in

25X1A nooordanse with socurity regulations. (8oe Tranaportation, Adminis-
trative Tnstruotion

Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2



25X1A

25X1A

y dal -00728R000100010001-2
C10APRRRNES Wﬂﬁ!‘i:ﬁ%éﬁwaé“%ﬁﬁﬁmﬁw -

- RENULATORY PROVISIONS GOVIRMTNG ProcUmiznr (Por Dimtribution to)
(Bupply svction (mly}

1. Goneral

Limitationa proceeding from various laws, from tho appropria~
tion act and the approved budget of a fedoral agency such as the CIa,
reatriot the objoot, 800po, and duration of procuremont trunmsaotions,
but in general porait the agonoy to proouro equipmont, supplien, and
sorvices necessary to fMulfill fts funotion. tlowever, the right of
federal agoncies and departments to chooso ascurces of supply, and to
soms extent to clicoss materials snd sorvices to moet their requiromonts,
is limited by tho existence of a numbar of mandatory aouroes of aupply
from which proourement ism made by reforence to n publishod schedulo or
list of supplies or othor referunce.

2. Uandatory fources of Supy 1y

a. Poderal Supply Schedule

Tho Bureau of Federnl “wppl~ of the Treasury Department is
suthorized by E,0, 6166, 47 gtat. 1517, to execute contraots covering
foederal requirements for gonernlly used commodities of wide variety.
These contraots are assembled and published me the Fodoral Supply
Schadule (formerly Genoral Soheduls of Supply). All items of supplies
and equipment listed in the mandatory portions of the Fedoral Schedule
must be purchased for offices within the continentai IInited ftatos fron
sources indicated therein, unlaess (1) a oloaranco is obtainod to most
spacinl oiroumstences or (2) an omergancy of a theroughly justiriable
nature arises (6 C.G. 824, 16 .0, 225). ihera field services nre not
specifically covered by Federal Supply Contracts, these oontraots should
bo utilized whenever the contract prices and conditions are advantagosus .,

b. Pedoral Warshouse Supplies

In addition to the stookrooms of supply L{tems maintained by
mostfederal agenoles, there is a large warshouse of standard supplies
and equipment maintained by the Bureau of Pederal Supplies in Weshington
and in rogional offices throughout the country for purchase by rcovernmont
offices. Purchases may not be made commeraially of items listod in tho
"Pederal Stook Catalog” without a certificate of clearsnce fronm the
Bureau of Pederal Supplies (K.0.6186, 47 Stat. 1517)e

0. W.A.A. Surplus !'roperty

Pederal surplus supplies and squipment are listed poriodi-
cally in oatalogs issued by the Yar pssets Adainistration, pursuant to
the Surplus Property Act of 1944. when advantageous, purchase of the
items listed is required by the Federal Regulations based on authority
ocontained in the luw.
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d. Pederal irison Industries, Inc.

Fodera). agenciea are required by law, unless spool Mfoally
exompt, to purchase products manufactured by tho Kederal i riaon
Industriens, Inc. (E.0. 8917, 46 ftat. 391, 48 Stat. 1211). A "gchedule
of I'roducts" lists such olnsses of matorials as are manufacturod by
ponal institutions snd the introduction to oach class states whother
or not tho respeotive olaan ig mandatory. The list inoludos bristle,
oloth, lunthor, and netal products. Cortificates of olvaranoe must be
obtained from Pederal Prisons Industries, Ino., beforo purchasing from
cormsroial sources. The Comptrollor Genera) has held that alleged
emorgenclies or cheaper cormoraial prices are no authority for failuro
to comply (18 c.0. BO, 18--391, 17 c.G. 688, 16-312, nand 4 ¢.0. 270),

o. Blind-vado Products

Federal agenoies nro roquired by law to purchase products
made by assooiated groupa of the blind working under the auspices of
o Comiltteo on Purchasos of Plind-tiado ‘roducts orvatod by the pot of
6/25/38 (52 Stat. 1196). Pursuant to provisions of the statute, the
Cormitten issuos rugulntions and publishoa annually a "Schoduls of
Blind-iade Products," listing suoh itome ns mate, mattrosses, broons,
nops, sud mail bags. Purchases of guch items without n certified
cloarance from the Committes uay not be made from cormoreial sources
even at a saving to the dovormmont (21 ¢ 0. 442),

£+ Government srinting uf'™Mue

The Government Printing Office hns beon nptablished by
Congresa to exeoute all printin; snd binding and blank book work mnd
has bson authiorized to supply all related materials auch as papor,
blank books, blank envolopes, ink, glue, etc. These supplios are listed
in two oatelogs entitled "Blank Inpor and Knvelopes™ aud "Standard Porms
and Miscollaneous Supplies.” (2B 3tat. 622732 Stat. 48).: 43 Sent. 592;
44 Stat. 660-1; 45 Stat. 1400; 49 5tntJ475; 40 Stat. 1270; § C+3.0686;
9 CeGe 493} 11 CeQe 1563 18 Cafte 565.)

ge Poat Orfice Department

Franked envelopes of all desoriptions mey be purchased
from commercial sources, onl through contraots approved by the hited
States Post Office Dopnrhnm%. (34 stat.478)

h. Public Buildings Administration

control and management of al uildings in the Distriot of Columbia
oocupied by the governmont. This ingludes lenset properties as wall as
gevernment-owned buildings.

Yhe PBA is ulptsiblo by law (53 Stat. 661) for the
3
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The PlA asaigns space and performs or asupervises all moving
oporations,

The authority exprossed and implied in the foregoiny ro-
quires that many mechaniosl und oustodial services be performed or
prooured through the PDA Ly CIG in conformance with regulations and
procedures ostatlished by ths PBAy, for examplo: repsirs to windows,
doors, aud Llinds; alterations to” partitions; installetion of spoocial
faoilitios such us elootric [ans and air-oonditioning equipment, oto,
PBA maintains w regular foroo of salaried mechaniocs and por diem
omployoss to perform such services,

Clenrande from the PHA is necdessary for tho proouroment of
any of tho above sorvices from ocommeroinl sources.

$. Donestic Preferonce Act

A general linitation on freadom to purchase is found in the
Domoatic Profersncc Act, commonly referred to as the "Buy American Law"
(47 Stat. 1820), which requires the Federal Government to buy only
domestic products unless inconsistent with the public inturest or the
cost is unreasonable, or cvsmercial quantities of a satlsfastory quality
are not readonsbly available. Such exaeptions must be established nnd
csertified to by tho head of a department or independent establishment,
or in cortaiu instances by his duly authorized ropregentativs.

4. Statutory Limitations on Specified Items

8. Among laws rostrictin: the purchase of property is 3 Stat.
568 whioh states thst "o land shall bo purchased on mocount of the
United States oxcept under lax authoriting such purchase,"

be Lenses oannot be ontored into for the rental of space
without & speoific auppropriation therefor by Congress (19 Stat. 370;
6 C.Ge 685; 17 C.G. 42¢). The Economy Act of June 30, 1932, provides
o formula liriting ront payable per annum, and mmounts payable for
alterations, improvements, and repairs in rented premises. Permanent
improvemonts to leased property may not be made unless spocifically
provided tor in the appropriation (20 C.G. 927; 15 C.G. 50).

6. Pagsenger motor vehicles may not be hired or purchased for
other than the heads of oxssutive departments without speaific authority
in the appropriation oonserned (6 U.5.C. 78 as amended by Sec. 16,
Publioc Law 600). A coiling of $1,300 for passenger automobiles was set
in Seotion 408 of the Third Deficiency Appropriation Act of 1946, Publie
Law 521. This sum 1s required to include certain acoessories and oquipe
nont (19 C.G. 988), but is exolusive of the costs of transportation.

de Law books, books of reference, and periodiocals may not be
purchased unless authority is specifioally provided in the law granting
the appropriation (30 Stat. 316). This linitation does not apply to
the field service,
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o. Al printing, bindiug, and Llank book work for Conpress,
the Exooutive Office, the Judlafary, snd overy sxocutive dopartuant,
independent office, and eatnblishment of the (loverwsunt shall be donas
at tho Govermnent l'rinting 0rfice, exoopt such olassos of work ss shall
be deemed by the Joint Committoe on Printing to bo urgent or Ne00sERry
to have done elsewhore than in the Dimtriot of Columbin for the ux-
olusive use of any fiold service outaido of sald Distriot (44 1.9.¢. 111),

f. Purchase of articles of a personal nature are prohibited
by decision of tho Camptrollor (isnornl (5 C.O0. 488). . .rohinge of such

artloles therol'ore oannot be mado oxcept. whu: specifionlly vrovided for
in the appropriation.

ge Authority to dioposo of oquipmont by sule or sxchunpge and
to apply the proceeds of oalo or axchange value o the purchase of
sinilar new equipment must be spocifionlly authorized by law (31 Ue8eCe
487 ag modifled by BY Stui. 1965 owo alav 28 C,.0. 931),

h. The purchase of drinking wuter for off'foe use has been
the subject of ropeated suspensions Ly the Comptroller fioneral in GAO
audit of contraots and payments. "here must be shown that (1% the
necoasity, from the Government's standpoint, oxiata, aud {(2) no other
water it for drinking purpose is available without charge or at lower
cost (b C.0. 90). similarly, ice may not be bought for water purchased
without conclusive juatifioation.

i. Unloss insurance of jovornment-omnad valuables im authorirod
by spooific statutory enactment, or specifically authorized by the
Beorstary of the Treagury, no obligation may be inourral or payment of
premiuns allowed (BO stat. 479; 63 3tat. 1358). Charges for transporta-
tion providing carv in handling of shipments comuensurante with their
value is pomissible (17 ¢.G. 741).

6. Competitive Bjdding

a. Tho basic statute emong miscellaneous laws pertaining to
purchases ia se Soc. 3 oh reads as followa: Except
ag otherwlse provided by law all purchasas and contrmots for supplies
or services in any of the departmonts of the (avernment,... except for
personal aservices, shall be made by ndvertising a sufficient time
previously for proposals rospecting the same, when the puhlic exigencies
do not require the irmediate delivery of the articlea, or porformance
of the service.™

b. Competition and advertising are not necessary where the
ancunt expended for a purchase or service does not excosd the open
narket limitation of $100.00 as provided by Public Law 600 - 79th
Congress (6 U.5.C. 41). lowsver, purchages should not be eplit to
bring them within the exemption nor should term or definite quantity
oontracts be avolded to permit piece-meal purchases in amounts below
the open market limitations.
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0. The torm "open market" ig applied to purchasos from
ocomnercial sources without restriction to compotitive bidding. Not-
withstanding this relative froasdom to purchase, adainistrative
disoretion and good manngement requirs a purchaning offiocer to solieit
quotations from several vendors as a goneral practice. This establishes
proof of a resonable effort %o obtain ressomable prices without favor-
itiam,

d. VWhere public exlgencies require the immedinte dolivery of
artiolos or performance of services, the articles or sorvicosm roquired
may be procured in the open market in a manmer in which such articlos
are usually bought and sold or auo) mervices engaged regardless of the
$100.00 limitation. Wherv tho umount of auch an emergoncy procurement
ig more than $100.00, the exiastence of an omergency must bo cortified
to by the proouring officer, This gtatoment of Jjustification must
show acceptable explanation of the emergency and why the neod for the
itom involved could not have been foreseon in time to secure competi-
tion by formal bids., It should nlso indicate that the price iam just
and reamonablo and the lowest obtainable under the of roumatenocos.

8. Contraot Limitations

Government contraots wust inolude varfous provisions and
conditions which operate us limitations and are subjeci to requirements
of various laws.

a. Yp contracts or purchases on behalf of tho United States
shall be made unlass the name is authorized by law or is undor an
appropriaticn adequatc 4o i4s fulfillmsnt /34 JFtat. 255),

be Contracts for supplies nnr not be ontered into for more
than one year (R.S. 3ec. 3735),

o. Contracts iuvolving inastallstion, gonatruction or labor
of sny kind (with the exception of claases of work specifically
oxemptod in the Aot such as transportation by rail or water or trans-
mission of intelligence) must contain provisiona requiring conpliance
with the Eight lour Law (36 Stat. 137, 138, as amended by Aot of
9 sSept. 1940, 54 Stat. 8843 ses also. 18 C.0, 872. 24 C.0, 378).

d. Contracts for the manufacture of supplies and squiprent,
amounting to $10,000 or over must include the requirementa of the
Walsh-Healey Aot, 49 3Jtat. 2036, with reference to wages, conditions,
and hours of labor (20 C.G. 931; 21 c.G. 9).

o. Contracts for the rental of oquipment may not lawfully
contain stipulations for the payment of damages resulting to the equip-
meut operated by the Gavernment under rental agreements (14 C.0, 189).
Repairs for ordinary wear, tear, snd breakage (that is, such repairs
as are necessary to the proper and continued use of the rented equip-
ment) are permissible. These repairs, however, may not be mado for
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the purpose of returmning the cquipment in as good condition ar when
rentod, but are restriocted to such repairs or replacements as are
necessary for the continued use of tho equipment by the renting agenoy.

£. Utility comtracts must rofor to the lease number of the
prenises in which located or nust contain a statement that the premises
are government owned, in sccordanoe with requirements of the Gemeral
Accounting 0rfios.

g Uanduly restrictive provisions or specifications, nullifying
the olear intent of R.5. HSec. 3709 requiring ocompetition aro 1llegal and
their inoclusion in advertiaing for bids must be guarded against (18 C.0.
2683 13 0.G. 284),
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1. authority

In ncoordunce with the provisions of UZCA Pitle 41, Huotions
89, $0, 91, 92, the Director of Contral Intelldigence in onnrged with
agtablishing and enforoing ropuletions portaining to all phanus o
property mecounting for the com’rul Intelligenco iroup.

e Turpose
This menual sots forth the poliocles nud procedures with resnsot
to acoountabillity of, und responsibility for, supplies and oquipment
et 2ll CIG opernting units wid inastallations,

3. vefinitiono Applicublqu To Proparty legulationa

4. Accountability is the obligation of an indiviuual officially
denignntod T6 MAINTAIN n fomal record of supplios end equipniont on a
stock record account. An individual ago deaiznated will bo referred to
a8 an Accoumtable jupply and pProporty 0fficur. 7he term "uoccountabla
supply and proparty officor"” rofora oolloutivoly to a 'mit Supply and
Proparty officer, a Contranl Supply snd Proporty Gfflcor, snd a
Conaolidated fupply nnd DProperty Orficer ps dofined in paragraphs b, o,
and d below,.

be A Unit 3upply and Property officer {formerly Xnowa as jiranch
Supply and roperty Ofiicer) is An Individuzl officially desi nated %o
he accountable for sll non-uvxpoudable supplics wnd squipont issued on
rocoipted inatruments to roaponsiblo individunls in using units under
his supply jurisdiction. A imit Supply and Proporty Officer will
normally function at the offico, branch, or division level in the
ashinpgton aren.

C. A Central Supply pnd Proporty 0fffcer 1s au individual
officially «designated to bo accoumtpblie For supplies and cqulipnent in
stock availuble for issue at a central storaze point.

de. A Cousolidated Supply and Property Oeficer is an individual
officially deslgne at an Independent Inas ation to be accountable
for all non-expendable supplies and equipment at the atation or its
satollito units.

f. A Stock Record Acoomt is & formal basic record showing, by
item, the Tecelpt and disposal of property, the quantity on hand and/or

Pt
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issued to regponsible officers, maintained b: au noocountable supply
and property offiocer on presoribed formu, which is subjmet to sudit.

G+ Rosponsibility is ths obligetion of an individual for the
proper oulmﬂ%d safokoeping of public proporty in his
passession or undor his supervision whother or not a gignod roceipt
has been iven,

he Direot Responsibility reats with an individuai to whom property
has boon entrusted and who Lu specifionlly charyod with iis care and
safokeeping.

i. Suporvigory Responsibility is the obligation of the senior
individ\mf—o‘;m%'(ﬂ;ﬁ'o—:ﬁﬁ%h, division, ote.) or an independent
installation, to insure that all property wader his jurisdiotion im
properly safeguarded, adminintered, and mecounted for.

Je A Reaponsible Officer is an individual speocifioally charged
with the oure and satekeepinz of proparty reocivad from an mcoouantable
supply and property uificer on & sipgned receipt.

ke Non-txpendable property inoludes all supplies and equipnent
not oonsumed In use and which ordinarily rotain their identity during

the period of use, gush us vehiclos, machines, dosks, typewritors, ete.,

1. l?- endable proporty inoludes all supplies and equipment which
are consumed or 10860 Lhoir separate identity in use, Spare parts, which
are used to repair or complote other artioles; office supplics, such as
stationery, pencils, oto., are considered expondeble items upon iszsue

to using units. Items of wquipmont whioh are usable for = short perioed
only, or which ara easily brokon will be considerod t#xpondable upon iasue,
and will not be carried on the eantrol records of am AGoountavle supply
and proverty offiocer,

R. Poouniary Liability is the responsibility of mn individual
to mako remmfouu or destruotion of, or damm,e to, publie
property. Pecuniary liability arises from the failure of an indljlvidual
to exercise proper responsibility.

n. A Voucher is an instrument used to evidence a tranaaction
on & stook record account. Normally, therw are three types;

(1) A Dedit Vouchor is an instrument listing artioles to
be entered on a s record account in order to increase tho "balance
on hand",

(2) A Credit Voucher is an instrument listin; articles to be
entored on a stock rocord acoount in order to deorease the "Balance on
hand".

(3) An Adjustment Voucher is an instrument used to bring the
"balance on hand" figure, as shown on & stock record account into agree-
mont with the quantities actually on hand and/or issued to responsible

LU ey iAi
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Individuals,

0« Publio Propoerty and Property are sensral torms roferring to
“Xpendeblo and noneexpendeble supplies and oquipnont, bhut do not include
rual property, sush as buildings, loasoholds, otoe

pe Installed Property rufers to moveable thinge such as equipmont
apparatus, eppllances, {ixtures, anu mwohinery which have been fixed in
place in, or attached to, renl property, Lut which may Lu sokversd or
removed without destroying their identity or utility,

qe Hoosipted Instrumonts and Signed Revoipta are ;cneral torms
referring to nIE signod Lransfor and Issus oocuronts used to eoffect

the assumption f, or roliel fyom, accountability and/or responsibility,

4. Accountability And fesponsibility Distinguished

ae Differences
Pttt todhictvtuibodod

Aocountability is the funotion 5L keuping a iormal stock
rocord uccount ol supplivs and equipment in storage and available
for iesuo, or of property whioch has boen issued to rospousible 1iadividuals
on signed recelipts. Responsibility arises from iho possession of property
or Irom the supervisory jurisdietion over others who have possossion of
the property. Fach of thess ooncepts of rosponsibility or wocountability,
or a combination of tnem, may be attached to ono individual ag of any
nonont e

Ls Acgountabls and Responsible

An individusl who oarries property on a stoock record sguount
and who has said property in his custody, sither in use or n storage,
hus both mooountability and responsivility.

¢+ Accountable (nly

An individual who carries Property on a stook record account
which 18 issued to & using unit on a signod receipt L{s accountable but
not responsible, The responsibllity in this omse rosts with tho individual
having possesiion of tho property.

B a5 70 BE USED BY ACCOUNTARLT SUP LY AND FROPERTY OFFICHRS

1. Forms And Purposes

2« Fora lNo. 36-7, Request for Supplies, E uipment, or Service, will
be usod by mn eocountabic uppTy AR ProRerEy SFHSL sty
rosponsible officers to requisition supplies, equipment, or services.

b, Form No. 36-13, Accounts Control Re ster, will be used to
record portinent information relative to tho lés-aocounts of responsible
officers established under the supply jurisdiotion of a Unit Supply
and Proparty Officer,

T I.
i;“;' R

Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2



C SERVRE N
25X1A QBbrMAFbﬂReléakﬂrzomm&utf“aﬂéﬁbg!r}a\‘lgLR0001ooo1ooo1-2 -

6. l'orm No. 36414 (Face), Stook Control Curd, will be used by a
Unit or Coneolidated Hupply and Property OITloar sor maintaining a
ruaning belaroe, by item, of nom~expondsblo propetrty on hend nnd/%r
issued 1o sub-secounts usder their control.

d. Form No. 36-14 (Reverse), Accounts Contral scotion will be
used by a Unit or Consolidatod Supply end roporty QIricer for maintaining
8 running balance, by item, of non-expondable pProperty issued to
findividual sube-ncoounts.

o. Form No. 36-16, Vouoher Registor, will be used to reoord, by
voucher number, all transsotions posted To & stook record agoount
maintained by sn secountable supply and property oificer.

f+ Form Mo. 36-16, Report of luventory Adjustmwont, will te used
to sdjust diservpuncies on the BLtock record oerds ol oo acocountable
oupply and property officer, if suid dimorepsnoies are the rosult of
orrors in nomencleture or posting. thor uses for Form Yo. 56-18 are
discussed in parsgraphs 712 and 716,

Se Form No. 36-18, Survey Report, will be usod to roecord the
circunstances concerning tho Tose, dran; e, dostruotion, or theft of
public property, and sorves ag, or supports, a oredit voucler to the

stook record account of the accountallc supply w«nd proporty ofticer
concerned.

he Yorm No. 36-22, Consolidated Propert Roport, will e rnsed by
& Consolidated Supply and ??373Ff?'BTTTEE?"EE"%E“TEﬂEEbndent installation
to indleate, by item, Lho totel geiup or losset of oxpondablo and
noo~sapendable nroperty which cmve occured during whe month,

i. Vorm No. 36-24, Proverty Turn-In Ir Transfer §lip, will Lo
used to return property to a sentral supply polnt or to initiate
trans{er actions betwsen accountable supply and property officers
nnd/%r regponsibls offiocars.

Je Form No. 36-26, Proporty Inventor Rosurd, will te usaed
by & Central Supply snd Property Offlcer to maintain running
balance, by itom, of all supplies and equipment in stock available
for issue,

k. Form No. 36-42, Voluntary Paymout For jublic Property, will be
used by sn individual who dosiros to Eggs voluntary payment for the loss,

damege or destruction of publie pronerty.

25X1A Bl croiTiaT 0F ACCOUNTASLE SUPPLY AlMD PROPIRTY OFFICFRS

l. Requiremunts

8. Fho Yay Be Designated

Any commissioned or warrant officer of the U. §. armed
services, or any U. S. civilien snployes, CAT-7 or above, may be deasignated
$ 4.
Vg x Y R
by

P
S E
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as an agoountable supply and property officer lor publie proparty under
the Jjurisdiotion of this Agenoy.

2+ Appointing Authority

a. Init Supply And Proporty Officer

Wiithin the various operating units in the Mashington area,
the aocountability of a Unit Supply and Property Officer will normally
be established at theo branch or division level; howsver, this is not
mandatory. It shall be the prerogative of the Assistant Directors of
the various Offices, and of the Chiefs of similar operating ochelons
(branch, division, oto.) to prescribe the agoountability level for
unito under their jurisdiction. Tho appointment of a Unit Supply and
Property 0fficor will Le made by the individusl hoving supervisery
responsibility over the unit (office, branch, division) nt which the
acoountability level has boen established.

be Contrel Supply And Propsrty Ofticer

A Central Supply and Property Officer, who is rosponsible
for the ruvcelpt, storape, and fssue of centralized supply stocks, will
bo appointed by the Chief of the Yervices Division.

c. Consolidated Supply And Property officor

A Consolidated Supply and Property Offiser sor mn independent
installation will be designated by the Chief of the Station. This
appointuent will be made with the vonourrence of the office in Yaushington
having Jurisdiction over the ostmblishwment.

3. Confirmation of Appointments

1. Preparation Of Appointment Orders

The appointment of au accountable supply and property officer
will be confirmed by the use of an office operatiny procedure, or
through the media of a written memorandum, initiated by the unit (office,
branch, or division) having tho appointing authority. The appoeintment
order will indicate the name, grade (military or civilian), office
looation, avoount number, and supply jurisdiction of The designated
accountable supply and proporty officer.

b. Distribution of Appointment Orders

The following distribution of appointment orders will be
required:

(1) 1 copy to the individual dosignated;

(2) 1 copy to the Property Control Seotion, Services
Division;

(3) 1 copy retained in the files of the appointing muthority.
ANFINCNTIAL
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Supplomentary distribution will be made at tho disoration ,f the
appointing authority.
25X1A

-;wm-zt:us OF PROVEKTY AGUOUNTABLLITY

l. Tranafer Of Property On Stook Record Acoounts

a. Routine Transactions

Normally, the transfor of supplios and oquipment bLotweon
accountable supply and property of{fiocors of this Agoncy will be
offucted on a suitable transfer documcnt, such as & Delivery Ticket,
Form No. 36-10, or Property Turn~In or Transfor 0lip, Form lio. 36-24.

b. Change 0f Acoountablo Offiocers

hon a complute transfer of proporty ccours, the officer
being relioved of aocountability snd his successor will sign the
following certificatos prepured in quadruplicate in liou of tranafer
docununtas

I ocertify that the balances shown on the stook rocord
account of » Account Number .
(Hame ol translorring offioar)
Central Intelligence Group, as of the atove date, last voucher
Nunmber dated 19, are truo and correuvt
to the best of my knowledge and belief, snd Lhat tho property has
this date been turned over to

(hame of reocelving ofilcor)
pursuant to
rder directing transfer

(Signature of officer turning ovor
property)

I cortify that ] have this date roceived rom
~(Weme)

predecossor, all property pertaining to the above desipnated stook
rocord socount for which my said predecessor (s accountable, as
shown by the last audit of the ascount, plus all propor chargoes
against and less all authorized orodits to my predecessor's ascount
to the time of tramsfer, last voucher Humber dated
19 , snd that I have this dato assumed ascountabllity ror
property pertaining to this asoount,

{8Iznature of ofilcer recolving property)

PN-“T“Z\,‘?M\NL
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(¥amo and EITIG of appolnting nuEhoriCy$

oe [nvantory Prior To Assuming Accountubility

It cshall Le the prerogativa of tho nowly appointed asocountalle
supply and property officor to tako a aomploto physioal inventory
before assuming acoountability :or any publia property. This acstion
should be aomvlotod prior to the aigniug of thy CartiCloste of Traasfer,

d. Distribution of Certifisntas of ~ransfor

Me aopy of the Gortifioate o” vransfor will bu retained by
the individual who is boin. roliavod of the nocountabilivy. Jne copy
will be Cilod with the proporty records of tha aceount, and two copies,
togetior wivih n copy 9f the orders diracting the transfor, will be
forwarded to the Chief of Services, Vashington, Attentiong Proporty
Control Section,

2, action Upon Death Jr Legal Incapaocitation

8. Inveatory of Property

TJpon tho Jdeath or lernl ineapacitation of nn individual
who has boon designatod to be an acoountable supply snd property olficer,
the senior individunl of the oporating unit or independent installation
will appoint n board of three persons to inventory the proporty to
the extent doermod nacesgary to ascortaln thn correctness ol the atock
record mocount. Discronnncies dimelosed by the invaniory will Yo
immediatoly udiusted by the investigating tosrds The trancier of
accountability to a designated trdividual w11 Lo ~Sfected in woocordance
vith paragraph _abuva.

bLa Proparation And Distribution Of Report

A completo report om the Andings of the board iavestigating
the account, together with a list Jf bulencss 2f property inveatoried,
and the Certificate of Transfer, will Yo prepared in triplioste and
subaittod to the appointing suthority for approval. Upon approval,
one copy of each will be filed with the property reeards snd tws copiss
will be forwarded Lo the Chief of Services, Washington, Attention:
Property Control Section,

Bl ~cocerty Accounrivg

l. General

2. All property omed by this Agency in use or in storage which
has boen aoquired by purchase, tranafor, or any other mcans ;ust be
fcoounted for on tho appropriate stook record socount of an accountable
supply and property offiaer, unlasa otherwise provided for in those
regulations.
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be An moaountable supply and proparty officor, upon discuverv
of unmagounted for property, will account for said property on his
stuok record acocount, All other individuals, upon disoovering unmocounted
for public property, will tae ros,msille for reporting same to the
sppropriate mgoowitable supply nnd oroperty offloer oongernod, in
order Loat nuvessary aatiou way bo tukan.

6. Thore will bo threo types of masountable supply and proporty
officors in this A¢enoy; namely, Unit, Contral, and Consolidated.
Fach type will be discuamod in tho enouin: paragraphs.

24 Unit Supply and Proporty 0fficer

. Duties
The duties of n Upit Supply nnd Property Officer will bLeg
(1) maintaining a ctarok rocord account and an "Acoounts
Cautrol™ roeoord, by item, on “ora Mo. 36-14, un all non-expondable
proporty issued to using units under hism supply Jurisdiction;
(2) roviewing, approving, and nrocosaing all mquisitions
nnd transfer actions for non-expendable supplies and oquipuont initiated

ty tesponeible officors under hls control;

(3) roviewming and orocessin: all “urvay itoporta which
affoot hio stock rnosrd mecoount.

be Asgountability aud Responsibility

The aocountability :sr noa~axpendable wroperty in use, or in
the possessioa of individunls within a given opsratin, unit (offics,
branch, division), in tho Washington area will rest with a dosigznatod
Unit Supply and Property Officer. Normally, the Unit Supply rad Property
0fficor will not have custody of the property for winich hn is accountable,
and, thorefore, the responsibility rests with the ugsing individuxl or
unit, Utilising Form No. 36-18, Accounts Control Rezistor, the init
Supply and Property Officer will ostablish and maintain sub=sccounts
and sub-nosount numbers for the using units under his supply jurisdiction.
An individual within ench using unit will he designated as the resnonsible
of ficer and will assume thn rosponsibllity for the requisition, receipt,
and safekoeping of pro-erty charged to the sub-account., This
rosponsibility may be redolegated to individuals having custody or use of
the property.

3. Central Supply and Troperty Nfficer

&, Duties

A Central Supply and Property Officer will bo charged with
the receipt, inspection, storage, and issuance of mnll supplies stocked

CONFIDENTAL

Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2




25X1A

25X1A

Approved For Release 2001/09/06‘: CIA-RDP81-00728R000100010001-2
CTG TANUAL OF A AT LY HG UG LUK S -

be Acoountubility and Nosponnibflity

All oxpundable und won-oxpendable supplies and equipment
stiorad at a ocentral supply point will be nocounted for on stuck rocord
oards unintainod by a Ceontral Supply and i roperty Officer. TForm Ho.
38=i6, Froparty Imventory Record, will bo used for this purpono.
Accovntability and responaibility for supply stooks will rest with
the Ceulral Supply and Fropurty officer until such time us they are
lasmnd %o using units on valld crodit vouchers vr othurwise diusposoad
of.

4. Consolidatod Supply gand Property 0fficer

n. hutlos
4 Consulidated Syupply and ; roporty Orficer will be charged
with the rogulsitioning, reculpt, luspootviun, storage, and issuance
0l cil nupplles at an independent installation.

bh. Accountubility and Responalbility

All non-sxpondable supplies and equipment on hand and/or in
uae at an indopundont installation will be accvunted rfor by a deeimuted
ronanlidntod Supply aud Proporky Orfiser.

Tha Gtock Control Card, Form No. $6-14, maintuined by a
congolidntod Supply and ¥roperty O£ficer will refluct, by itun, the
quantity ol non-expendsble proporty on hand or in use at tho inatalla=
tion.

-x;rocvc RUCORD ACCUHTS

1, oneral

n. Although thero are some uuviations iu the prucwdures used
Ly Mmit, Central, and Consolidated Supply and Property Oifiocers, tho
basio prinoiples involved in naintaining their stook record mocounts
are the sano. In sll ocnmes, the purpouse o u stook recond acoount
ig to record recoipis, issuos, mnd transiors ol supplies and equipmont
in such & pamner that the quantities un hand wnd/er Lzsued to using
units can roadily be determined. The waluo of a astoock record account
in dependent upon tho moouracy end ourroniness of the postiugs made,

b. In order to nuintein aduquate control of stuck record accounts
established in thig Agency, an acoount numbor will be assigned by the
Proporty Control Seovtion, Services Division, to each account.

2. Voucher mjgistor

a. Raoordinj;t By Voucher ¥umber

An ascountable supply and property officer will utilire Form

MR
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Mo, 36-156, to establish and maintain & Vouoher Regigter ;9r his stook
rooord account., HEach instrument to be postnd to the stook record wocount
will be rocorded in the Vouchor iegimtor, nnd the voushor number will

heo indioated thereon.

be Method of Yumbering Vouohers

Vouchors to a stook reoord acoount will Le numbered inm =
sinsle veries aommonoing with o. 1 at the Loginnin¢ of eech (iscal
yoar, and will be maintained in numorical order. Each vousher nambor
will be prefixed with the letter "D" for debit vousher, "¢C" for
crodit voucher, and "I" for adjustmont vousher (Reportas of Imventory
AMJugtmont end Survey leports). DNebit voucher numbors ghould mot be
nenioned to any dooument until the vroperty has been roceived, Credit
and ndjustment vouchor numbers shovld bo ssgigncd to transfer and
sdjustmont; doouments at the time of preparation,

A soparate soquonce of numbors will not buv estublished or
usod for debit, oredit, or edjustment vouchers,

8+ Voucher Files

A« An acoounteble supply and property officer will vstablish
and weintuin a permanent file of signed vouchers used to evidecoe
transactions on his stook rocord account. All doctmants posted to
tho gtook record account will be flled by vousher numbsr. Vouchers will
not be considered a valid posting media until thoy hawe been prooerly
signed,

be In order to reduce tho bulkiness of tho riles, it is su;gested
that no more than firty (60) vouchers be pluced in one folder,

¢. Vouoher fileog which have been mudited and cleared nay be de-
stroyed after retontion for s period of two years subsequent to the
dato of audit.

4. Aooounts Control Register

8. A Unit or Consolidated Supnly end Property Officor will
utilize Form Ho. 38«13 to resord pertiment informaticn relative Lo ithe
sub-accounts of responsible officers under his supply jurisdiction.

b, The followiny dats will ve shown on Form Ho. 36-1% for
angch sub-account:

(1) Ascount Number

(2) Section (over which the responsibla officer has supply
Jurisdiction)

(3) Room numbers (of =ll rooms over which the responsible
officer has supply jurisdietion)

(4) name of responsible individual

CONFINER
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(6) Orade of rusponsidble individunl

6. Nansponsible Officorta Jaokot Filos

a. Unit Supply and pProperty 0ficars rny ostablish and maintein
individual jacket filom for all responsible officors under thudr supply
Jurisidoation. Enoch individual jJacket filo will gerve as an informal
record of deblte and credita to a responnible offloer's account and
will further substantimte tho postings mmde to tho Ascounts Control
Soction of Yorm No. 3G-14.

be A dooument plaood in an individual jacket file should be
crosa-referenced ~ith the corresponding siyned instrument in the vouchor
f1le.

6. 3toock Neaord Cards

a. Unit und Consolidatod cupply and Property Officors will maintain
Stock Control Cards, Porm No. 36=-14, on all property for which thoy are
agcountablo. Central Supply and Proporty Officors aro authorised to uaeo
Porm Wo. 36-26, Property Inventory Record, in lieu of the Stock Control
Card, Forns Nos. 36-14 and 56-25 ure commonly referred to as stook
record cards.

b. Separate stock record curdes will bo establighed for oach item,
of non-expendable supply on hand or in uge. A complete desoription of
the 1tem, including sizo, model, otc., will be shown on the face of each
stock record card, S§tendard nomenclature, unit, and stock number as
listed in CIG Stook Cataloguos and in supplemental stock lists will be
used inszofar =2 it 1z pozsibls.

¢. Unit ard Consolidated Supply and Property Officers will utilize
the fmoe of Form No. 36~14 to record roceipts and transfors of non-
oxpondable property for which they are accountable. This will be
acconmplished by posting individual debit, oredit, mnd adjustriont vouchers
to the stock record oardas. The bulance figure on the fnce of Form No.
36=14 should at all times rofleot tho asccountability of tho accountable
offioer.

d. The reverse side of Fom Wo. 36~14, Accounts Control Section,
will bo used by a Unit Supply and Property Officer for maintaining e
running balance of each item of supply issuad to individual responsible
officers in the gub-acoounts. The outer left-hand column of the Accounts
Control Soation will be used to indicate the vouchor number of the
tranpaction boing posted. The outer right-hand column will be used for
posting tho total quantity of the item issued to allsub-acoounts, and
this figure should equal the "balance” columm on the face of the Form
No., 36-14.
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e. The supply notivity of sn indopondent inptallation does not
warrant the establishing and maintaining of theo ounts (Control Juotion
of Yorm Yo, 3G-14 as outlined in paragraph ﬂ\bova. Thoerofore,
the maintenanoe of a stock record account by a Consolidated Hupply nnd
Property (fficer will be limftud to tho fago of Yorn Yo. $8-l4d.

fo Postingn to all ntock rocond onrds will bo currently and
nocurately made within 24 hours aftor s rocoipt or transfur action has
hoon conpletod,

7 7. Pooting to n Unit Supply mud Property 0fficor's gtook Record
Acaount

e Use of Porm Ho. 36=14

The stoalk rocord acomnmt of a Upit Cupply and Proporty offiocer
will bo maintained, by item, on a Geock Control (ard, Form Ko, $06-l4.

b. Procesain|, Coples of Veuchers

Y¥xoept ss noted in parairaph below, nll transactions
ponted to the gtock Control Card, orma 0. o0=i4, wlll rofloct a change
in the mit supply and Proporty (ifficer's total accountability. This
will, in tum, effeot individunl rosponsibility in ono or more sub-
accomts., Tn view of the above, 1% will be necessary for o Mmit Supply
and Proporty Offleor to procasz two ooples of eaclh voucher reprosenting
a single transaction. (ne copy will he ~vouchered, posted to the face of
the Form lloe 38~14 to reflact the inorsase or decrease in aceountablility,
and placod in the wouchor filo. Tho other copy of the voucheor will bo
posted to the focounts Control Section of the Form Noe 36~14 to indiocate
an inoroase or deorease of responsibility in the asub-account concerned.
This copy will then beo placed in the responsible officer's jacket file,

¢. Balancing of Accounts

The balance as showm on the fmoe of the Form Moo #6=14 should

-etjual the total balances of Lho sub-ncocaunbs shown in the secounts

Control Section of the Stock Control Card.

d. Tdansfor bstwesu Sub-fccowmts

A trensfer of property between the sub~accoimts of = init
Supply and Property neficer will not be rofTocted on the fuane of tho
Forn No. 36-14, inuamuch as no change in total acocountebility has
ocourred. Such a transaction will be posted to the appropriste sub-
accounts in the Accounts Control Section of Form No. 38-14 end dopios
of tho transfer doouments will bo placed in tho jaoket filua of the
responsible officers concerned.
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8. roating to u Contral .\‘.up;&r Wl ) ropurty Officur's Hiock Lecord
Acoount

a. Use of VForm Ko. 30-20

The stock resord account of a Central Supply and ; ropaerty
Offivor will Lo msintained, by SLtew, on u Property Tnvoniory ltocord,
Forw Noe 56"‘25.

be Processing or’ Auoountability Documents

All instruments representing transactions widoh ruflect a
chango in the nocountabllity of a contral supply and Jroperty Grficor
will bo vouchored, posted to the appropriante stock record oards, Form
Hoe 36-26, and placod in the voucher ff{le.

9. Posting o a Conaolidated Supply and Property 0fficerfs Stock
Record Account

a. Use of Form Mo. 36—14:

The stock rocord ascount of an Consolidated Supply md Ppoporty
O0fficor will bo maintained, by ftem, on Form No. 36~14, Htock Record Card.

b. Purpose

The primary purpose of a stuck reocord acoount at an indepoendent
installation is to record receipts and transfers of non~expendnble
supplion and equipment in such a nemner that the quentitios on hend and
in use are mccurately roillectod at all timeas. Yo sogregation will be
made in the acoounting for non~oxpendsblu property in stock or in use
at independent installations.

c. Pomstinge

h Consolidated supply snd Ppoperty Officer will acocount for
all roceipts and tranarers or non-expondable property by posting
individual debit and credit vouchers substantiating said transactions
cn the face of Form No. 36-14. Ad;juatnnnt vouchers will be poated in
a860rdaAnce with elrrent instructions.

10, Corrections of Rrroneous ¥niries on §1;ock Heoord Cards

a. Restriotions

Acocouniable supply and property off'icers will not make
orasures or alterations of entries on stock record oards. Corrvotioma
will be effected as prescribed in the ensuing paragraphs.
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b. Correction Before Additional Pootin:_g_l_

when an error is disocoverod in a poating, and Af pubsoquont
postings have not been made, tho incorrect ontry willbe niled out with a
narrow, but nut obliterating line, and tho ocorrect posting will be rade
on tho next line.

0. Correotion After Additionnl Foatings

Yhen an orror in posting is discovered, and if additional
postings have beon made prior to discovery of the error, tho correction
vill be offaected as rollows:

(1) Ir an incorrect figure ham boen posted in oither tho
"Roceivad" or "Issued" ("Retumed” on om Ng. 36~14) coluwem, the
ocorreo oentry will be mado on tho firat availablo line, uping the
original¥voucher mumboer and date, together with tho notation "Corr."
The not figure (debit or oredit) nocessary to make tho corroction and
the new halance will bo postad.

{2) IC o correot figure han boen entered in the "Rocoived"
or “Issusd” ocolumn, but an arithmetical orror hag heen mundo in computing
the balanco, the correction will be nnde on the first aveilable line,
using the original voucher number and date, with the notation "Corr.
Dal. Cnly." No entry will be made in tho "Recsived" o~ "Tasued" column.

d. Posting on yong Stock Card

“hen sn entry has hoen posted in error to the wrong stock
card, the adjustmont will be offectod an follows:

(1) 1f tho error is dizcovered while the entry is being nade,
the posting will be disoontinued, rulad out, and initialod. 7ithout
further notation on the entry will bo posted to the proper stock card.

(2) Providing no subsequent ontrios have been made, the
prooedure desoribed in (1) above will be followod when the orror is
digoovored at a later date.

(8) If subsequent entries have been made, the fmproporly
postod stock recard card will be adjusted by a cancellation entry.
The date end vouchsar number of the original incorrect entry will be
posted together with a notation such as "Cancel Post. 12-17" (12-17
being the date of the original posting). The amount of increase or
decreans (the exact reversoc of the original entry), and the corraot
"Balance™ will thon be posted. Using the original date and voucher
number, the correct posting will then bo made to the proper atook
record oard,
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. SURPLUS PROPEITY

1. Goneral

a. The term "3Surplus Property” as used in thin paragraph
rofors to supplies and oquipunent which have begome excoss to the noods
of tho Central Intelligence Uroup, and which have been or will be
declared na nuch to Lhe propor dispoaul agency.

be The final dotermination of surplus supplios and eyulpnont
will rest with the Chief of the 3upply Soction, Services Division,
or his deslinntod reprosentative.

2. Surplus Property Roecorda, Vashington Area

n. Transfors to Surplus Proporty Officer

Proporty whioh has been detemined as being surplus %o the
noods 2 this Agency will bo transforrod 4o the surplua Property Officer,
Rupply Sootion, tervices Divinion. fHuch transfers will normally be
initiatod by s Central sSupply snd Proporty officer and will be made
in accordange with curront trunsfor procodure,

b. Records
The Surplus Property Oprfiocer will maintain necessary records
to insure that all property in iis custody is adequately accounted for,
nnd that recerds of receipts, minus rocords of dlsposals, equal the
ntock on hand at all times,

3. Surplus Property 0fficer, Tashlugton Area

Q2. Responsibilities

In oddition to the naintenance of suitable control recordas,
the Surplus Troperty Officer is reaponsible for the receipt, inspection,
olnssification, declaration, and disposal of all excess supplios and
equipment,

b. Aotlion Upon Reseipt of Surplus Property

Upon receipt of surplus property, the Surplus Property
0fficer will take immediate action, in accordance with curront directives,
to affeot prompt transfer of said supplies and cquipment Ho tha proper
disposcal agenoy.
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4. gurplus I'roperty a4 Indopendant Instnllationa

n., Hubmission of Roport to "rn-him;tori

The Congolidatod Supply aid Froperty orficer of an independent
installation will report all oxowss supplios snd equipment to tie Chief,
liervices Divialon, iTashington, for disposition instructions. n o
cano will dispositions be effected without propor nuthorization.

b. hotion Upon Regeipt of Nlaposition Instructions

Upon recelpt o’ isposition instructions, the Cousolidsted
Supply and Property 0fflcor will tide Limediaty nction tn effoct
dispoaal and will roport esas o tie Property Control fection ou the
"onthly Consolidated I'roperty Report,* Form No. 36-22.

B visTALLD 0D UMASSTGUED PRoPERTY

1. Cenoral

#. The term "Installed Froperty" as used in this paragraph
refers to moveable thingas such as equipnent, apparatus, appliances,
fixtures, ond machinery whicl. huve heen fixed in place in, or attanched
to, a building, but which may be removed without destroying their
idefntity or utility.

b. The term "Unassignod Proporty" refors to non=axpendnble
oquipment in uso, the lovatlon of whiol precludes the deaignation of
fizxed responsibility.

c. Installed and unassignaed property in current sorvice in the
Tashington area will ho accounted for hy the Ciilof, Real Esinte and
Utilition Unit, Supply Sestion, Services Division.

2. Property Records, Washington Area

a. Stock Regerd pcoount

The Cnief, Real Retate and Usilitlen mit, will maintain a
stook record account, by iten , of all imstallod and unassizned property
on the Stock Control Card, Form Yo. 36~14. The following infomsition
will appear on the 8tock Control Cerd for each item;

CONEIDENTIA
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(1) standard noaenclature
(2) wodel nuwaber

() size or onpnroity

(1) namo 0 manulavturer
(6) it cosw

be ine of Jorn Uo. Hi-14é

Tho faCo 0 v Fori loe $6=14 will bo used o rocoad o
trangsotions which rofleot aw lucrosse or decrense 1n tho Lotal
nocoun¥ability o the ascowntable offloey. Tho reverco sido, ,ccounts
Control Hectlon, will indicato tiw disposition of ingtalled abd upe
nesigned proporty by buildings.

d. Responsibility ror ipstalloed wnd Unasalmed Propeorty

Undor norual ¢lrcumstauces, installed and unmsuiznod proporty
will not bo issuod 5o a roaponsivle ofifioer on s aigned receipt. The
rosponsibllity for the eustody snd salekeuping of said proporsy #ill
rogt with the individual having suporvisory responsibility ovar e
installation fu or to whioh the oquipnent is Instulled, attachad, or
located.

25X1A B oon on ponaovED FROELRDY

l. General

8. Supplies und aquipment which are rented or lield on « loan
basis from u comaereial fimm or othor Govermment agency will Lo obtained
through the Supply doction, Jervices hivision. such proporty will not
ba reflected on tho stock record account of an accountablo supply and
property officar, nor will acoountability be established.

b, The absencas of acoountability does not precludo the asaumption
of direot nnd,/or supervisory reaponsibility for rented or horruwmed

property.

2. Rosponsibility
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®. Responsibility for the oustody, care, and safekcoping of
rentod or borrowed property will rost with the individual or using
unit having possession. Nooessary records will be maintained by the
responsible individual ns proscribod by the Ohief, Supply Seation,
Services Division.

be The losu, danuage, destruction, or theft of reanted or
borrowssd property will be meconnted for by the roasponsible individual
in aocordance with the regulations governing tho loas of property
owned by this Agenoy.

- PROPERTY ISSUKD ON TEMPORARY LOAN Oi BEINQ KXPALRFD

1. Temporary lLoans

f. In the event that mcoountablo or rosponsible supply and
property officers issue propsrty to an individual or using unit on a
tezporary loan basis, a signed hand receipt will be obtained. This
recoipt will be maintzined in a suspense file until smaid property is
roaturned,

be Tomporary loan issues should be linmited to intra-agency
transaotions and sush aetion will not be aondoned as a routine practice.

©. Loans to other Govermment agencics must be coordinated through
the Property Control Seotion, Services Division.

2. Property Bouﬁ_nopniud

8. Typewriters, office machines, and other equipment which are
roturned to the Supply Section, Sorvices Division, for ropair will
norsally romain on the acsountable records of n Unit Supply and “roverty
Nff{icer.

be The accountablae or responsible supply and property officer
initiating the requost for ropair will obtain an iftomigod 8izned roeceipt
for the items turned in. This receipt will be retained in « suspense
{ile until the property is repaired and returned.

711 ACCOUNTING FQE GASOLINE, OIL. AND LUBRICANTS

1. General

8. The ngoountubility for all motor vshicle fuels and lubricants
used by this Ageney, withim the Washington area, is the responsibility
of the Tramsportation 0fficer, Services Division. The ensuing paragraphs
outlins the polisies and prosedures for the receipt, issuing, and
aocounting for gasolins, ofl, and lubrioants.

b, Independont installetions looated cutside of the Washington
aroa muy ostablish prooedures whieh areo in sccord with looal circumstances.
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2. Stook [lecord Acocount

f. Gmeoline, oil, nnd lubrieasts will bo oarried as individual
items on the stoak redord ascount meintalined by the Transportation
0fficer, Allmoeipts will be vousnered snd postod us individual debita,
and a aonsolidatud "lonthly Abstract of Issues" will be postnd as a
aredit to the stook record scovunt. One oopy of olldsbit and oredit
vouchers will bo forwurded to the Property Control Seotion.

be Disorepancies which may arise betwsen tho rosorded balanve and
the actual Lalance on hand s disclomed by & monthly invontory will be
adjustod in mooofdance with current rogulations.

3. Issuns

%+ Daily individual lasues of gesolime, oils, and lubrioants will
bo made on a signed QU Form YHo. 437, Delivery Order and Raoeipt, or
on a similar form prepared in triplicate. Information suoh as the
quantity issued, serial numbnr of the vohicle, date, eto., will be
inoludsd on each issue raseipt,

be At the close of each day, o recapitulation of the total issuos
made will be untered on WD AGO Form No. 10-117 Monthly Abstract of
Issuoa, maintained in dupliocate. Omno copy of “ench supporting delivery
receipt, QMC Form No. 437, will be filed by tho wboountable of ficer to
aubsteatiato this entry, and one capy of the QMC Formf Wo. 437 will be
forwarded to the Proporty Control Seetion.

4. Fouthly Abstract of Issucs

te A8 of the last day of oach month, the ¥onthly Ahstract of Issues,
Wi AGO Form No. 10-117, will he completed. The original WD AGO Form No.
10-117 will be wvouchered, posted as a oredit to the stock record socount
of the acvountable officer, and the other copy will be forwarded to
the Property Control Section.

Il PR0SERTY SORF OUT THROUGH FAIR WFAR AND TRAR

1, Coneral
a, Definition

Supplies and squipment which have become worm out or vtherwise
ronderad unserviacable md,zr obsolets in use or in stormga without
apparent fault or noglest of any individual or individuals will be
oonsidered as being worn out through fair wear and toar in the servios
of the Government,

be. Disposition

Survey Reports will not be initiated on property determined
a8 bein; worn out through fair waar and tear. Disposition of property
will be accomplished in socordance with the instruations contained in

.

AL T e
.\‘,Ui‘o{:i ;uL)E IS
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the enauing paragraphs.

2, jotion By The Unit Supply And Property nfficer

a. Proparation of form lo. 86-24

A Unit Supply and Property Nfficer will Linstruct responsible
officers under hia supply jurisdiotion to return all provarty whioh
hes bacome unservicenble through fair woar and tear to the appropriante
Contral Supply end Yroperty Offiser. The trensfor will be made on a
Proporty Turn-In or Transfer Slip, Form Yo. 36-~24, vropared in
soxtuplioate by t.he reeponsible officor,

be r’rooouiuﬁ Torm Ho. 36-24

Upon oomplotion of the turn-in, the Unit Supply ancd Pproperty
Officer will post one roceipted copy o Form No. 36-24 ne a orodit
vouchsr to his stock reoord account. une copy will aiso be posted to
ths Accounts Control section of the Stock Control Card, snd subsequently
placed in the jacket rile of the responsible officer councsrnede

3. Aotion By The Contral Supply And Property Officer

8. Aggrovnl

The Coentral Supply snd Property offiver will e resporsible
for determining that property being returned to stoek by n using unit
is unservieeable and has been worn out through fair woar and tear,
fuch turn-ins will be acgounted for Ly the Central Supply and Proporti

Dffieer until disposition iw made in nccordance with para;raph
bﬂlow.

b. Disepproval In Whole Or In Part

In tho ovent that all or part of the property has not been
vorn out through fair weer and tear, and the unservicenbility appears
to bo the result of neglect, the guestionable items will not dbe
returnod to the Central Supply snd Property 0fficer. The reaponsible
individual will be notified by the Central Supply ard Property Officer
to initiate a Surwey Heport in accordeance with paragraph ono
copy of the notification will be forwarded to the Property (ontrol
Seoction for informational purposes. Ultimate disposition of the
property will be made in ncoordence with instrustioms issued by the
Property Survoy Board after tho Survey Report has heen duly processed.,

ce Disposition of Unsorviceable Items

All unservicoeable items worn out through fair mear and tear
which appear on the atock rocord account of a Central Supply end Property
Officer will be disposed of in the following manner:

(1) Items which are ccomomically repairable and which are

not surplus to tho noeds of thiz Agency will be repaired and returned
to stocke.
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(2) Unmorviceablo property that is surplus to the nosds
of thims Agenoy, or whioh !s beyond the stato of odonomioal repair, will
be transferrod to the Surplus Property 0ffcer in nocordause with
ourrent tranafer prooedure,

4. Aotion By The Surplus "roperty Ofricor

as The Surplus Property Officer will be rosponsillc for the
ultimate disposition uf all unserviceablo property whioh is not
economianlly repairsblo and/or is uxcess to the noeds of this Ageueye
Insofar as it is possible diopositions will be nade to establishied
Govornment diaposel apencies.

b. Unaervicomble property which cnmmot be disposed of through
normal channels will he destroyed. Trior to deatruotiosn such itoms
will bes reported to tho CIG Prorerty Survey Bomrd on s Heport of
Inventory Adjustmont, iorm ¥o. 36~16, proparod io tripliccte, Ly the
burplus Supply sand Property OfIicer. A requost for authority to
destroy asuch items should he included in a cover lottcr directed to
the Proparty Survey Roard.

¢. Two coples >f the hoport of lnventory Adjfustmont, tagether
with the request (or nuthority to destroy the items listed thaereon,
will be forwarded to the Propsrty Survey 3oerd, through tiw froporty
Control Sectiomn. ona copy nf the Forn So. 36-16 will be rotained by
the Surplus "roperty 2fficer az a suspense orodit voucher to his stock
record esosount. The Property Survey Board will roturn one apvroved
oovy of the Porm Wo. 36~16 with authorized disposition instructions to
the Surplus Property 7{ficer. The approved copy of the Form ¥o. 36-16
will be posted as a valid oredit vousher to the Surplus Property
0fficer's mcoount after disposal has boon effected. 1120 apsrovod copy
will bo Jforwarded to thie Froperity Coatrol Seotion ror adjustment of
eoutrol records,.

b, Action At Independont Installations

a. Turn-In of Proparty

“roperty in the posecssion of individuals which has been
rondered unierviaeable and/or obsolste through fair wear and tesr will
be returnad to the Comsolidated Supply and Property officer for ocredit.
Such jitems will be accounted for on the stook record ascount until
proper dimposition has boen effocted.

b. Proparation of Form Yo. 36-16

K11 unserviceable property appesring on the stook record
ascount of a Consolidated Supply and Property Officer will de listed onm
. Report of Invemtory Adjustment, Form Ho. 56-16, propared im triplicate.
The following certificate will »e included on the face of the Form No.
86-16.
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1 oortify that the itoms listed heroon have beem worn out
through fair woar and teur in the servie¢ of the Govermment without
fault or negloot on the part of any individual or individusls, and
thet said items are not economioally repairable,

Accountablo Supply sud Property oflicor
o._Distribution of Form No. 36-16

The original and one copy of Form lio. 36«16 will Lo forwarded
to the Chief o1 Station for approval. The third copy will Lo posted ns
0 gusponse orodit vousher to tho stoek record account by the Consolidated
Supply and Property Offieer. After npproval has beon offected, the
original itoport of Imventory Adjustmont will be returned to the
Consolidated Supply and Property 0fficor ror pusting as a valid oredit
vousher. 7Tho other copy will be rotained in the administrative :ilos
of the installation.

Bl 050, PAAGED, UK STOLEN PHOVERTY - SURVEYS

l. Genoral

a. Individual Rospongibility

The polioy of this Agenoy contemplates that some individual
will be responsible at all times Zor the sare and safokeeping of
(overnment property. In the event proporty is lost, dameged, or dostroyed
by causes other than falr wear and tear in the service of the Governmont,
the responsible individuml will prepare a Survey Report, Form Yo. 38-18,
in aegordence with the procedure cutlined below.

be Initiation of Survey Keports

Survey Reports must be initimted by the rosponsible individual
withiv thirty days aftor the loas, dama;e, destruction, or theft
has been discovered. Should circumstances prevent the initiation of
a Survey iteport in the required time, an explanation for the delay
will bé attached to and made a part of the Survey Heport.

2. Proparation And Distribution of Survey Reports

a. By Responsible Individuals

Individuals who are respomsible ior property which has
been lost, dsmaged, or stolen will initimte a Survey Report, Form
¥o. 36-18, in septuplicate. All factual data surroumding the loss,
damage, destructiom, or theft should be included in the "eiroumstancos"
section of Form No. 36-18. This should be a someise statement including
dates, looation, and names of individuals involved, and will be
sworn to before & notary publie or a summary court officer. Additional
aubstantiating evidense may be prosonted in the form of notariged

COND N TIAL
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affidavits which should ho attached to the Survey Report. Ono copy of
the Survey mmport will be rotained by the responaible individunl. The
original and five copios will bo forwurnded to the supply and property
officer acoountable for the property, who wil) assign a vouchor number
to all coples and post one copy ann u suspeuso vouchoer to his stock
reoord mcocount. Unit Supply and Iroperty 0fficers will use the othor
copy to uake approprinte doductions from the Accounts Control gection,
Fornm loe J0~14, and will bo filed in the responsibLile individuol'p
Jacket file. Tho nocountable pupply and property officer will aign
the romaining coples of rorm Ho, ¥6-18 and distribute samo in the
following manner;

(1) In the 'fashington wream, Survey Neports will bo forwurded
to the CIG Property Survey Board, through the Property control fSection,
for investigation and motion.

(2) At indepondont installations, the Survey Report will be
forwarded to the Chiel of Station for uction in accordance with paragraph
bﬂlo'.

b. By Accountable Officer on Proporty In Storage

When an ascountable supply and property officer initiates
a jurvey Report for tho loss, demage, destruction, or theft of property
in storage, an original and four copios of Form Yo. 36«18 will be pre-
pared. All faotunl data in the form of a oconoise statement containing
dates, location, and names of individuals oconcernod will be included
in tho "oircumstmncos” ssction of Form lo. 36~18, All coples will be
voucherad, one copy will be posted to the stock record agcount, and
filed as a suspense credit voucher pending receipt of tho approved
or disapproved survey Report. The original snd threo coplos of the
Form Wo. 56-18 will thon be forwarded to the CIG 'roperty Survey Hoard,
through the iroperty Control jeotion, or to the Chief of Station in the
evont the survey Report is initiamted at an independent installation.

°. By Acoountable 0fficer As Reasponsible Individual

In the event a Unit Bupply and Troporty Offioer has delogated
himsolf as a responsible individual for a sub-mcoount to his ntock
rocord account, and is responsible for the loss, damage, or dostruction
of property charged to that sub-account, the procadures as outlined in
paragraph [ above will be followed,

3« Action by Chief of Station

8. Survey Reports which are initfated at independent installa-
tions will be forwarded to the Chief of Station for action prior %o
beiny routed to Washington. The Chief of Station will appoint a dis-
interested investigating officer (civilian or military) to exmdne
available evidence regarding tho loss, dmmage, or destruction and his
findings will be noted on the reverse side of the Survey Roport.

b, Upon completion of the investigation, all copies of the

Q(}NHDENT\A{
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Survey Report will te forwarded to the CIG Property Gurvoy Board,
through t he Property Control Seotion, Services Division, imshington.

4. Aotion By The CIG Property Survey Board

8. All Survey Reports initimted within this Agenoy will be
forwarded to the CIG Property Survoy Board, through the Property
Control Seotion, for inveatigation end action iy accordance with
parugrap

be Upon completion «I 'inml aotion, the Pruperty Burvey Board
will rotain the oriiinnl copy of Form No. 36~18 nnd roturn the
remaining ocopies to the Proporty Control Section for distribution.

6a Aotion By The Property Control Seotion

The Property Control Section will distribute all Survey Reports
in the following mannor:

ne Approved Survey Reports

(1) 1 copy -- Pesponsible initiating individual
(2) 1 cupy ~- Acoountablo supply and property officer
(8) 2 oopy -- Proporty Control Seotion

be Disapprov.d burvey Reports

(1) 1 copy -~ Besponeible inmitiatin. individunl

{2) 1 aopy -- Aceouni-ble supply snd property officer

(8) 1 oopy ~= Priperty Control Seotion

(4) 1 copy -- Chief, Financo Division (ocortified true copy)

6a Aotion By The Fiunance Division

Upon rcoeipt of a dimapproved Survey Keport, the Chief,
Finance Division, will effeot colleoction of all monies im accordanse
with paragraph [N

INCIG PROTERTY SURVEY BOARD

1. Generali

The Director of Cemtral Intelligence has delegated to the CIG
Property Survey Board the authority to take fimal astion om all Survey
Reports} authorize ultimate disposition snd/or destruetion of all
unserviceable and obsolete property in the custody of this Agensy; asd
to approve or disapprove all Reports of Invontory Adjustment, Form No.
36-16, in ascordance with the procedure outlined in paragraph -

CONFIDENT!AL
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2. Action On Burvey Reports

ne The CIG Property Survey Rosrd willreview all Survey Reports
wnd supplamental datn, lnoluding tho Mndings and recommendetions of
the inveatigating offieor, prrtalning to the lons, demage, destruction,
ar theft of public prope:rty,

b, Based on the information and fastufal date provented, tho Board
will render :inal decision with respect to tho peouniary lisbility of,
or relief fromresponsibility of, the individual or imdividuals concerned.

O« After dooision has been rendered, the Property Survey Baard
will retuin the original copy of the Survey Report and forward the
romaining coples to the Property Control Section Cor c«iatribution in
accorduusce with paragraph JR~vove.

3. Astionr On Unservicoable Or Obsolete Pronerty

ne The Property Survoy Board will mview nll roquests initiated
on Form Ho. 36-16, Haport of Ianventory Adjustment, by the Surplus
Property 0fficer for the disposition of property turn out through fair
wear aad tear or otherwiso rondered umservicmble and/or obsolote inthe
sarviov of the Govermment,

ba The Property Survey Zoard may relieve all oonceraacd of
respongibility and/or accountability and muthorige disposition of
property rendered unserviceable through fair wosr and tnar.

8. In the evont “he proparty was rendersd unservicesble through
tho fault or megleot of an individusl or individuals, the Property Survey
Board will dizapprove the Naport of Inventory Adjustroat and direct thet
a Survey Report bs initiated.

4. Policy With Respect To Pacuniary Lisbility

¢. Tho Propoerty Survey Board will detormine, from conolusive
ovidenos, before imposing a peouniary charge a;ninst an individusl %t

(1) the property for which ho was responsible was lost, damnged,
destroyed, or stolem through the apperent fault or negleot o the
responsible imdividual or;

(2) there wes an intent to defraud the United States Government.

be All peouniary chargec raised against an individual as & result
of a Survey Report will preclude any loss to the Goverament, and such
oharges will ordinarily be in the awmcunt which represents the astusl
loss. Consideration will be piven to the original cost price, the
ourrent aarket price, and deprecistion based on the life expeotansy
and normal usefulness of the article. [N srticlos »hich
are useful throughout their entire 1ife sre not subjeot to sllowanoes
for depreoiation. Where the property is damaged and oan be repaired,
the cost of repair is a proper cherge sgainst an individusl, provided
said oost does not exceed tho value of the article,
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Approved For Release 2001/Q9/06,; CIA-RDP81-00728R000100010001-2
LTI ;f-ml&ﬁna
CIG BANUAL OF ADRINISYRATIVV IRSThTJe i8Ny [ ]

54 Night Of Appoal

4o Individunls ngainst whom & peouniary oharge has boen raised
may apuand the deciaiun of Lhe Projerty Survey Hoard to the ilreotor
of Tontral Intelligenco., This wppenl must do mudo, in writing, within
30 days after rooeipt of notificatioa ol the peouniary charge, uuloss
otivrwite speoified. Tho originul und oue wopy of Lhe appenl should
Yo submitted ta the Dlreetor of Jomtral Intolligeuce, through the CIQ
“roperty Survey loard,

be In the avont nn appeal is aot forthcoming within the spoclified
tina, ono copy of the Swrvoy Leport, with all supploxents) data, will
e forwarded to tho Chief, Finmnce Division, for oolleotion,

8o Tayment Of Poeunlury Chergos

“e Puyment of peountery oharges will be unde by cheok, or U. S.
"oslal onsy Jrder, payable to "The Tromsurer of the United Statos."
The oheck or money order, snd n copy of the notificution of pusuniary
chargos, will be forwardsd to the Property Survey Hoard.

be Army enligtod porsonuel nuy sign 4 statument of charges im
accordance with paragraph 6-b, AR 35-6840, dsted 16 April 1345, or
submit payrmt i the manuer outlined above,

7+ Collogtion By ‘imance Livislon

The Chiof, Finmnow Diviaion, upsn recoipt of o disspproved
Survey Peport willtke immediate seticn to collect moales dus the
Government. In the event Lhat such action iso inaffective, eclleotion
w8y Ge made through a pay stoppage or a doduction on final settlemant.
(3se Administrative Instruction par. )

B os: o o von o LIARILITY IS ADbITTRD

1. Goneral

s When an individual admits pesunisry liability ‘or the loss, damage,
or destruction of publie property, voluntary payment may be nmade as sutlined
in the ousulng parmgruphs,

be A volurtary payment in sceordance with tho procedurcs outlined below
will not be used as & means to circumvent catablished polioy prohibiting the
purchase of Agency property,

L ]

6+ In the ovent an individual dosiring to make voluntary paymont for
lost property is being separated from the hgonoy, olesrance will be erfected
in asoordance witi paragraph

2, Agtion By Rosponsible Individual

An individual desirin; to make voluntary payment for the loss of
publie property, in lieu of submitting a Survgy Revort, Form lo. 36-18, will

LU DENTIAY
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conrdinaboe cadd loy . “adi his Unot droply wmd trooarty G350 eer,

Ye o acbian B UL laaly and Propoerty 0fficer

The Unit Suunly wnd Proverty Oifiesr vill wseist Lo rogpungible
individunl i the preparation of Fore Ho. GG=a7, Voluntury Puyment for
Publie Mroserty.  fhis form will be fcitlotod an sorbup isnte and sl ned
by the rosponsidble ndividunl wnd Lhe Unit Supply and Proporty fficer.
All covdos of L Fore Moo ou=bE WALl be nesi ned un nd Justiest (f)
vaucher numbier Ly the Uvil Soaply ona Property Jificor and one wopy will
bu retaoned as oa susponso credit vonensr L. oo og sbocy recard woesunt,
The ord, lonl cud Your co den of Tore Bo. 86-42 wil, nery puny the
Podividunl to tho vrocerty gordrsl Seetion,

4. rcbion by the Projorty Control Zectso:

The Preperty Control Jection will o reapounible Lo
te raviewiog ull Volmniary Poymente or Sublic rlarty, Qare

Boe db-4d, inltioted Lo lee das o ncton aren oo detorming Lhat said
actinn s in wecurdenea with exloling property ropuluti ng,

be detornivcing tib unit sost of onch bter fo tLhe cwnnar
mtlinod 1n ;v:«rnl;ru,»h_

6. oorractnoss of nomeacl eturo.

de maintulning en informml rocord af all valuntory nayroeats
poending reoedipt of Line Bipfmod Form Uo. b0-40.

The Propoerty Control Seotim will tign Lhe ori inol sand four
o7 Form Nu. $6-42 wa.en btho in%vidual =511 tala . Lie Finerce
ON.

e olen
civici

H. Aotion by Lho Financo Division

&« The Pinunce Division will erfeet colleetlon o tno
und siyn nll cojies of Fors Mo, o6-4%, V

24,

—r

unlery “ayment for ' lie
“roperty. The origiral aad one upy o Form No. G642 will bo ret
by bthe Finsnce Division and the remedelag eopies distributed as &

1 oopy - Iniividual meking payment

%

1 copy - Unit Supoly and Property O<ficer

1 copy - Property Control Section

CONFiDENTIAL
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be Tho Unit Sa,0ly wnd Proserty o oricer wi. i une Ghe ajgnod oupy
af Form No. G042 86 n valid eredit voucher Lo ow stoek 1o ad oot
urigl Ir seme Do Lha vouoiar [ ile. The auspouse ¢, .y iy L aged Lo
adjust Lha nouountsn © oaurol sootion o Form oo G0=14 o L bled . vhe
Jrokot £llo o0 Lo resooandl ge Tatividunl

CLG adliea, or s

Oe Triee Procurty G.obrol Sostion el il e tee ol ned auuy ol o
Hoe S4-42 t. adiunt Lo ruparte control reLaran o Linds hinneay,

o fetion By Tro Cons livated Vupoly rwd Prolirty 05 joor

—— e i a4

Yhen an feoividunl vio by Posonslole foro(ha Love, wooupe, o
deslruction o0 nilie Jroserty cdukiren Lo ooake volunbury payvm gl ooy oan
ndanendont: Snstallatiion, w.o Conaniretad ULy i Torerty ficor
il Polliow tho proced .rea agq ratlieed for w bmit Supnly ued i‘rug:wrty
Oilocr $n pwragrs-ha b -4 2 % thaves  In Lien o0 netion by the
"rroperty Control Seetion” as atlined o omragen b 4, tie Coun viidnted
2wy and Pro;erky O oficor wi 1 be: rasuonsitly tor the doteratontion
a0 the unit cust 50 Lhe btoms Iout. Yhe retlan by the "famnce evieion®
us outrlined in Arapregn boad ove willi be guonlimontay Ly Lacal roordores
“nteblished by the Consolidated Suroly sud Proverty o vicer o tho
tagtaliagion Finanee 90iiocnr.

BT s vrony angng e rr

——

l. Gencyal
—,

e Limitutions n Uae

——l L LNEE

The Re.ort ! Toventory rdijustsent, Form Yoo wi=16, may be
used by sn sccountaole supaly sard aoprrty oo fleer, with noegilic
Hmeations, s adJust . finrenees Loluom: the "bai nos AT Gl
The mtock record seeount, snd we.usl gquantity on aand cador ane ony
divelosnd sy w physien), SVenlarye  ixewnh g oaoted in PRLLS o COOS LHTVAL 33 F R 7 g T
the use of Form No. J6-16 is o 2 ined vas

on

(1) Rectivyiwn, errors v salbonyg frow luoroser oolic s wwd/or
us0 ol ircorroet normemclature.

anlunility for I viously unuesruntad for

(2N 2 . ;vymt
N/ faBURL

rroserty.

b. Coreotion Uf(Errors in Postings

“hen Lhe Heport oj Inventory sdjustmont is usod to currect
dircrenancies resulting fro: orrors in 28ting or nomenelature, the
averages snd saorteges of like items snould insofar as possitle o' Cset
ond another. This procludes the utils zation of Pare Wa. 356-16 to
adjust 1nordinatoe shorts es,

CONFIDEND i+
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G. Corroation i PIOpurLy seauatng. 1 Ly

AR socuuabable swoply wmed prooLrty o {our wil I, wto Lae
noavery of unacununted Cor e 2Ly, tist snld srooorty onow o
Noe OU-16, wnd pout swew us ny adfustiont voashar to o stook regorid
wocounle  fn Lhe wvent dn o diacaveoed nlon § o mep dave Lot such
Progerty uas arronenisly wecosnbed for, bne “Hevounto le rugoly uand
provarty §fficor il vae Pore Moo 56-16 to rolire nimsell of
neoauntabilivy,  In sush canen, ool rence witl ba made Lo tho urapined
nd fngtuant voucher numbor.

2 Pruparatiio wad Blstribelion

The ascnalutle sty wnd Crucarty o Maor w3l projere o Reoort
ol Invontory sdjustment i quidreniivate L od Lue e scrded bulaage,
inventory balungs, =nd tho .vera oo uigd s) coal the ddoms L. be
ndfusteds  Aftor a voushos nunte: hes Luosn o sped Lo 1l socies of
fore Noo 06-16, the secountolle suebdly and ur.serty o ffieer w111 yoe
past o one Gany o B susponse oredih vouvcher Lo b g stock reeovd nconunt,
The wrigined and two cocies of Lhe Fopo Hoe $4-16 wilil be aistributed in
Lhe fLoilowia, manner,

. In the Jashingion GBI, neports of Inveatory adjusteont will be
forwarded 4o the ropurbly Suever Doerd, throo, b thn Proviersy Control

Snetinn.

e 4t independent  ungtallaii s, fevorty o° Inventory ‘djusbmont
wi.l be forwnrded to Lhe Chiot of Stetion,

G hction By The C.G Proncrty Bdrvey foard

The Proporty Survey Howrd will tmie final setion on all Resorts
oL Invantory Adjustnont ori inating v bhe nsoaplon fron, 4 bor
vutoorized adjustments hnve eor aporoved, B ariginnl jors No. $6-18
i1l bo returned to the necoununble guuply wnd sroperty o dcer to be
filed as & valid voucher ©u 4t 5 uiock record aced nt,  The sugnenso
Copy nay Lo ujed to adjust the Aczounbs Control snction 2Don Unid or
Conanlidated Suuply and Procerty 0ificer's Stonk Control Card, 1
necegsary. In Lho ovent thel the joport of Invanvory ‘djusivent ©lgts
diserepuncles of rare thun oue sub-a:eount, extracts of Lhe iilenma
rertaining o eagh sccount wil) be wade by tho Unit Suoply wad- roporty
Oificer. The oxtruots will ba i#orted Yo the Accounts Control seehion
of tha Form No, %6~14 and filod in the #ppro-riste reos onsible 2 Cicars’
Jaeket files. 0ae copy or the usToved Form Moo 56-16 will be orwsrded
To the Procerty Contrel Scetion for ~djustmonts of the eontrol r:ocords,
anrd one copy will be retawined by the aoproving wuthority.

CONFIDENTI-
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4. posion By The chiof of Gtation

Final aotion on all lteporta of Inventory Adjustnent originating
at an indopendent installation vill be taken Ly the ghiof of Htation,
When approval of authorised ndjustmonts has beon effected, the original
of Form No, 3G-18, will be rotumod to the accountable supply and
property officer who will file tho original ag o valid vouchier to his
stock record ascount in lieu of the retained suypense COpY. AR
approved qopy of the Report of Inventory Adjustrent will be retained
in the adminiatrative filos ot the installation,

6. Disapproved Invento ry Ad Justrents

a. Tho P'roperty turvey Hoard and Chiefs of Stations are enjoined
not to approve Reports of Inventory Adjustment submitted by mit and
Consolidated Supply and Proporty Officers which do not adjust impropor
postings, incorreot uomsnolaturo, or facilitate the assumption of
nooountability for previocusly unnocounted for property,

be If any or all of the edjustmonts are not acoeptablo to the
Lpproving authority, all ooples o the PForm Yo, 36-16 will bo returmaed
to the acoountable aupply and Property officer with inatruotions that
& survey Report, Form Ho. 36-18, be prepared on the disapproved §tens.
Atter the Burvey Report has bean prepared in accordance with paragraph
it will bo forwarded to the approving authority together with the
disapproved Report or Inventory Adjustment,

S. The approving authority will note the folloning on all
copies of the Report of Inventory :djustment, "APproved subject to
final motion taken on the Survey Report of the itema indioatod,.”
Distribution and aotion on the tentatively ppnroved Roport ol Inventory
Adjustment will be in ascordance with paragraphs above,

d. The Survey Report will bo assipgned the samo voucher number
48 was asaigned to the Report of Invontory adjustment which it supports,

und it will be placed in the vouchor file with the womm Ho. 56-16 after
it hax been proceaged.

Il =remrrues oF ProPuRry
1. Bxpenditure or Property ror Zxperimental Purposes

Branch or divisicn chiofs are authorized to approve the expend-
iture of property uged in experimental sotivities under their Jurisdiction,

CONERarTes;
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The following certifioate wigned by the miv chief, or his dosignated
representative, will appear o: the froo of an issuo or tranafor doou-
m‘. 1..", rorm "o. 36-7 or 86"2‘!

I certify that tho items liated horeou, will be oxpended for
oxperimental purposes in tho service of the Government. Any unused
portiona will be roturned to nomrasal supply channels,

(eignature)

The issue or transfer dooument so certified will congtitute a valid
voucher to the stook record mccount of the acoountable supply and
property officer concerned.

2. Exponditure of Supplies By An Aocountablo Supply and Property
officer

Central gupply and Property (ffioers may expend supplies and
oquipment of an expendable nature for use in activities under their
control. BSush items will be listed on a Fom ¥o. 36-7 together with
the following certd fioate:

I certify that the items 1listed hereon have been expended in
the s8:3169 of the Govermment.

Accountable Suprly And Property oPRoer

The issue dooument, Form No. 86-7, 80 certified will omstitute
a oredit voucher to the stook record sccount;

I SONSOLIDATRD PROPRNTY REPORTS
l. Gemeral

®. In order to maintain adoquate contral of non-expandable
property at indepsndent installations, monthly Consolidated Property
Reports, will be forwarded to the Property Control gection, “ashington.
Using Ferm No. 36~22, theConsolidated Supply amd Property 0fftoer will
report, by ftem, the total monthly geins or losses on all property
for which he is acooumtable.

Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2
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2. Proparation Of Tho Conaclideuted Property Report

a. Details of Preparution

(1) rorm No, 36-22 will be prepared in tripliocate by the
Conmolidated Supply and Property Offiosr as of the last day of each
month, Ttems on hand with an increasod or decreased total balanocn at
the end of the reporting period will bs listed in columm 1 of the Form
Noe. 38-22,

(2) The unit of the item, L.0., oach, lba., ft., oto., will
be entered in colum 2,

(3) ™o iuventory as of the beginning of the reporting period
will be catersd in column 3.

(4) All receipts will bo ontered 4in the appropriate spmces
in column 4,

(a) "Receipts except Memorandum Recoipt turn-ins and
Looal Purchase” ashould inolude property received from the Supply Section,
Services Division, CIG, “mshington, and other Government agencies.

(b) Looal purchases will be listed soparatsly and the unit
cost will be indicated.

(o) Overages aggounted for on Paports of Tnvemtery
Adjustment will be olassiried ns receipts and should be listed ss such.

{6) All disbursements of non-expendable property will be
listed in the appropriate spaoes of columm b,

(a) The "Issue Rxospt lfemorandum Receipt and Operational®
colum will not be used.

(b) The “operational issuss™ ocolumn will not be used.

(c) "Pransfers or Disposals” willindicate property
trangferred from the jurisdiotion of the installation, suoh as transfora
to other Government agenoies.

(d) shortages accounted for on Survey Reports and Reports
of Inventory Adjustment will be listed in appropriate columns.
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(6) column 6, "Closing Inventery Including Balanco on
Memorandun Receipt", will be tho sunm of colummn 3, plus "total roceipts"
minua "total disburssmsnts”.

8. Distribution 0f Tho Consolidated Property Report

The original end one ocopy of the Yorm Wa. 36-22 will be for-
warded, through channols, to the Chief of Services, mashington, D. C.,
Attention; Property Control Seotion. The report should arrive not
later than tho 15th day of the following month, The Proporty (ontrol
Seotion will uge the Form No. %58-2F %o make appropriate adjustmants
on property control records.

25X1A
Ml xnrrs

1. General

8. All stock record accounts manintained by dosignated account-
able supply and proporty officers will be subject to periodio audits
and inspeotions by a representative of the Property Control gection,
Rervioces Division,

b. Auditors will have the general authority to axsmine all
property records whichthey deem necosaary for referonce in conneotion
with the audit. Where the exanination of records by an auditor conflicts
with security regulations, exceptions to the abovm will be made,

2. Audit Objective

8. The primary objective of an audit fs to ascertain that the
interests of the Government are being fully protected. A further
objective is to determine that the pPrescribed principles and procedures
of property accounting are being followed.

b. Auditors will determine that;

(1) All itens chargeable sgainst an socount are acoomplished
by suthorized transactions supported by walid vouchers;

{2) stook record accounts and inventories accurately reflect
quantities of property on hand and/or issued to using agencies.
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3. Cortificates of sudit

a. At the ooaplotion of an audit, a Certifioate of Aydit will be
prepared and signed by tho suditor. HNormally, five copios of the
Cortificate of Audit will tie prupured and distributed as follows;

(1) original to the mscountable supply and property of'fiocer
(2) 2 coplog tv the ‘roporty control 5action

(3) 1 oopy to tho appointing authority haviuy supervisory
respongibility over the acoount; such aa braneh ar Hviglon ehiael

(4) 1 oopy &» Cilaf, sorvicen hiviseiun.
The Certificate of Audit will present a concise sumnary of

the resulta of tho audit ineluding t)ro dizorepsunelos and irrogularitios
noted und a statoment regarding tho condition or the acoount,

-)I:'H’OBI'Z‘IGI’I OF C.l.0. PROPERTY RRCORGS

1. Definition of Property Rocords

The term "Froperty Records™ as ugod in this paragraph will include
steock record cards, any equivalont forms used in lieu thereof, voucher
rogisters maintained in connection with the stock record acsmmt, voucher
files, individual jackot filaes, and rll other foms maintained wg un
intogrel purt of the proporty nccownting systen.

2. Pispesition Actiou and Liwitationa

b. 31x mont'.a after an audit of 2 property account hing bLeen
completed and a Cortifioate of Audit hms been issued, the asudited
property records may be withdrewn from the active files and placed in
the inactive files of the accowitadle supply and property officer.

b. Property Records will be maintained in the inactive filea of
the acevuntable supply and property oificer for ¢ poriod of eipgntoen
nonths. At the end of the eighteen month period, authorization for
the destruction of property records may be requestsd from the Proporty
Control Seotion, Servioces Nivision.

I *ROFSRTY PASSES

1. General

A Pederal Yorks Administration Property Fass will accompany the
movemont of all publioc property from and amomg tho varfous buildings
cogupiod by this Agency in the Washington area. This pass must be
procured in scgordance with the procedures cutlined in the ensuing
paragrapha.
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2. Coordination with Acgountable (ffioers

Responaible individuals in the various using offfioes desiring to
offect a transfor or withdrawal of proporty from amy building will
ocordinato the contenplated moveuont whith thedir respective ancvountuble
supply and property officer.

3. Initiation of Request for Pasa

Tho accountablo supply and property offiocer will forward a
menmoranduns to the Chlef, Pn.operty Control Seotion, or to the appropriste
individual designated to aln proporty passes in 'his belmlf, requasting
that a F.™A. Proparty Pasg be issund. This momorandun will bo preopared
in duplicato and should ocontain pertinent information regarding the
property unovemont. (ne copy will be retainod by the initiating of'ficer.

4. authority to Slgx iassos

The Chiof, Ppoperty Control Section, fervicesa Division, is
responsible for the coordination and cvontrol of property movement within
e Washington aren, and will, therofors, be charged with the Lasusnce
of all #.W.A. Proporty Passes. !lowevor, sinne all using offices of this
Agoncy are not centrally located, the Chisf, Pproperty Control secticun,
will dosignate oertain individuals to sign property passss in his bohalfl.
Theas individuals will not {saus a F.\/.A. iroperty 1ass until a elpgned
momorandun has been recoived fron the acoowntable supply and property
officer. Individuals dosignated tv aign Property Passes will uaintain
s file or all requests received.

Bl 1ssuanc: OF PROPENTY CLEARAMCRS

1. ‘vsahimgton Arca
a. potion by Imdividual

Prior to departure from this Agemey, an individual boing
separated will obtain the necessary signatures un Form No. 36-20,
Properyy Cisarancs Shoet. This 18 to insure eomplste ana final olemr—
ances of all mouies and/er property which may have been charged to him.
The Pyoperty Clearance Sheset should be obtained Ifrom the Personnel
Divisien or the approprimte Adrinistrative Officer.

b. pction by Adminlstrative Officer

Yhe routing of an individual in the proper clearance soquence
will be the responsibility of the Administrative Officer o a branch,
division, oto. Cjlearanse from tho Umit Supply and Property Officer will
be obtained before final clearance is given by a Branoch Administrutive
offiocer. This lower echiclon supply cloarance will also be necessary
prior to obtaining a clearance from the Iroperty Control Heotion.

CONT D NTIA
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0. Action by Unit Supply and Froperty (fficer

Tho tnit fupply and Property Opficer will take necossury
action tv ascertain whether or not the individual boing separated has
proporty charged to hin. Immediate oloarsncve will be igsuod in thu
event there ares no ourrent ochargea. chould propoerty chargus oxist,
the procvdurus outlined in the emsuin; paragraphs will govern.

d. Turn-In of Proporty

A1l public property in the possossion of an individuul being
soparatod from this Agenoy will bu returnod to ithe propor supply
ohannela. Tho it Supply and Property Officer will assizt tho indl-
widual in tho preparation of the Property Turu-ln glip, Form to. §6-24,
#whan the turm=-in has been effected, tho Unit Supply and Proporty
¢fficer will gign the Property Clearance Shoet.

a. Instructions for Bnlisted Poraonnol

rnlisted \my personnel beiny separated from thls / genoy will
rotain in thelr possession tho clothing and equipuwnt listed on thelr
individual AG0D Porm ¥p. 32 as authoriged by the current ... Tuble of
Equipnmt No. 21. Any and all special equipsent in tho possesslon of
individuals whioch is not nutherigzoed by 7/B 21 will bo returned to thia
Agoncy in ncoordande with the procodures outlined in paragrapn d shovo,

2. lost, Dm._l_ﬁod, or Stolen Pwperty

An individual boing separated who is accountable and/or
regponsible for lost, damaged, or stolen property will initiato a
Survey Report, Porm Fo. 36-18, $n acecrdsnce with paragreshllll evove,
or make Voluntary Payment as provided in pnragxaph“ below. In
liou of sipning the Property Cloarsnce jhwet, tho Unit Supply and
Proporty Officer will make a notation, similar to the one below, o
the reverne slde o1 Porm No. 36=20;

hag o Survey Roporh

3
pending covering tie loaa 0f tho following items of Oovernment
Property.

(148t ireperty)

TnY€ Aupply and Froperty Of floer

Account No.

0w, u-NTIAL
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§» Voluntary iaymsut for lLost Vroperty

The granting of a property olearsnce to an individual being
soparated from the pAsenay who desirvs to make voluatary payment for the
lass of public property, in lieu of submitting a Survey kevort, will be
affeotad 42 the fullowing manner;

(1) Unit Supply and |roperty Offioer

tho Init Supply and Property O0fficer will assist the
individual in the preparation of Forn Kp. 56-42, Voluntary Payment for
Publio ;roperty, in acoordance with instruotions as outlined in paragraph
In lisu of signing the roporty Clearance gheet, the Unit 3upply
and Property Officor will meke a notation on the reverse aldn of Form
NHo. 36-20, aimilar to the ono Lolow:

is making voluntary pay-

(Wano )
mont for the loms of tho roklowiny items of public property.

(1ist items)

it supply and Property OfIdocer
Avoount Ho.

Pora Mo, 36=42, Voluniary Paymsnt for Public Dpopurdy and
Forn Ho. 86-20, Property Clearance Sheet, will accompany the fndividual
to the I'roparty Coutrol 3eotion.

(2) property Control saction

The Property Control Section will take mction in
acoordance with peragraph [l snd in lieu of normel olearmnoe will
make a notation on the reverse side of Form Mo. 36-20 es followa,

may be granted property

[Hewe )
clearance from this after paymont for the above items has boen
uade to the Finance Division,

“Property control seotion

CONribNTIAL
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(8) yinenos Diwvision

Aftor the Fynsnoe Division has olfeoted collaotion of
ronios ag outlined in paragraph I the following rotation will be
xede on the reverss sids of the Property Clearnncesheet

Payment in the mmoumt of for the abovo itens
[

recdived of
ived 0 THas) — T

“Finonco TAVIeson

h. Proporty in Transit

In the ovent tho ind{vidual being separated has property in
transit or located outaide washington, a olearance will not be granted
until such timo ac sald property has beea returncd to this pgency.

The Unit Supply and Property Officer will make a notatiom, similar to
the one bLelow, on the reverme side of Form No. 36-20, in lieu of normal
clearance signature;

has the following oquipnent which

(Wema)
has not been duly ascounted for., Upon return of said itens to this
Agenay, clearance will be granted by the

{Branch or Dqvioion)

(List Proporiy

“Ymit Supply and Proporty UITlcer

Logount Tlo,

2. OQutsids Washington Ares

a. Gertificate from Consolldaied Supply and Preperfy Officer

An individual, prior to hig degperture from an indopencent
installation, will obtain & aigned properiy clesarsncs, which will be in
the form of a meworendum ismiod by the Conioclidated Supply smd Property
Officer for the station. It is suggested the follewing clesarmmoce
osrtificats be used:

I ocertily that Hane) has retaumed
or otherwise agsommbed for 316 property charged to him prior to
Inis departure from this installstion, with the following exvepticuss

Conso upply and Prope oor
Station:

CONr DN AL
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be dranting or withlholding Clenrnnice

The Consvlldaled Gupply end Iroporty cffloer, upun dotorrdnas
tlon that the individual Yboing sopsratod or transferred dovs uot Jave
any curront proporty chargos againct hiiw, will grant Lmmediate cleerance.
In the event Jpoperty charges axiast, action ms outlined in tho unsuing
paragraphs willbo taken for those porsuns retuming to Washington for
moparntion. Fiual clearance will not be granted to an individual being
soparated from this Agenoy st m rield inatallation until all property
has beon tumed-in, axd/or accomntod for.

c. Clearance after l'ropurty Turn-in

All public proporty tn She possession of un Lndividunl beling
trans furred will bo rotumod tc the Censolidated Supply and Property
Officer, mand a proporty alearsnocu will be granted,

d. Initintion of fLurvey jepord

In %ho evont an individual roquesting clearence has loat,
damagod, or destroyod public proporty for which he ip reoponsible und/
or acsountabls, a Survey Keport, Jorm No. 36~18, will be initiated in
acoordanocoe with paragraph lllabove. Fho Conaolidated Supply and
Property Orficor should then make a notation, similar to tho ons below,
undor "exceptions" of thie Clearance {omorsndum:

Lhiag o Survey Rapor: pond.ny;

{fiano)
for tho following itemg of rubilc property.

{148t Ytemn)

Consolldnted Supply and Property OITYGer
Station;

8. Retentlon of Basential Property

Upon transfer, uu individual will not be allowed to retain
auy Uovorment property unloss geid equipment is sssential for the
completion of the journey. Retninod Stems should be listed undor
"excoptions®™ of the Clemrsmce Memorandum and will be returnod to op~
propriate Supply and Preperty 0fficers, Services Divisicnm, Lrmncdiately
upon arrival in washington.

f. Distridution of Ciearanco Wemorandum

Distribution of the Station Cloaranue Xemorandum will be as
Lollowa;

(1) 1 copy will be retaiiied by the installation or station
from which the individual is departing,

CONFIQENTIA:
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(2) 2 copSes will avompany the individual
&+ Arrival in Muﬂ

Upon arrival in Washington, tho individual bo para
will report to his Bran : eyt oy
wil o oh, :Jtvllion, or lnit for final olearsnoe in

CoN: Nk
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1. Durpose and fcepe

The purposs of thids Inguruation 1w te assign reaponaibility
for, and satablist nethods povarning, Clsoal activitiaes within GIG tn
neeardmnces with axistluyg lnws and rogulations. ha lnstructions
outlined wre for the goneral puidoamee of the officials and enployoon

al tha 20 in eomnaction with vouchored funds Mrsnolsl nesivicios
Lor the dopartmmibel gorvico.

2o Frpetions end vrepaniaation

8. Ttho wiscal jectlosn, Plaance pivision, is ruspousible ror
tin accounting and auditing o0 ail funds placod nt the Jdisposai of tids
Meney, oxoopt no othoerwise statod i biese inglructiane,

be The Piscel ssotion ts responsivle for she follovivg: prinary
Mretions:

(1Y Assisting in tno dovelopwant and naintonrwo of
" > 1
wilform: mocounting practices;

(21 Dotormining the lagelity of proposed srpendiivres,
tho uwnilability of appropriations, and the sufficionvy of funda;

(3)  hpudiving all oxpendiiure coumeris pruppratory 4o

.

Suyment;

{4) #illinyg, collecting, snd dspositing awounts dubermined
to be due Tho lnited Ytates;

() walntaining individual asalary racords, to jvclude
recording and accounting for retiremont, tnx, doductions for and

issusnoss of bonds, mud other compensatioun ndjustments involving Erojarly

appointed norsonnel;

(8) Preparing the payroll and distributing sainry checks
and bonds;

(7Y Applying rogulations for leave and mttendance reporting

und rmaintaining smployves' leave recorda;

(8) Preparing fiscal roports us required;
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(9)  Exerecising anporvinfon over he tmcal woric o tle
Mald offines in the U.f, and nbrond, nnd whon directed by the tlier,
Mumnee nivision, inagpocetin, and investi;aling thows of'floes in order
to deterwine thut flgonl notivitios nru botiug condustod properly:

(10)  Awssinting in trainin, 7 pureomoel in flasonl pro-
voduress

(11)  cooperating, wit, and advistny, adainicurstive orricors
sonearnod with fiscal wctivitiag,

0. Pue Bsonl Spotion ks conposed of Five unitn; nunoly,
Aocounts, Ueavel, ayroll and loave, lalns, wid Trgeal Crooessin,

Ge o BxXamining and Cortlfying officluln

Tho ipoel Suetion will srovide for delailed oxaninntion of
payrolls, reinburuomont uccounts, and all othor fypes o ~rouchors and
nacounts prior to cartd "leatlon and wpprovenl “or payment. Tha oxaninee
tion will be porformed by nuditors fauilines with the laws end regulations
of tho tnited Seutes wnd the digbursemont of redoral unids, colloetion of
lfoos, disnllowancoes, a'd other itump duo i Wyited 3tases.

a, Hasponaibilition

An omployen desdpnated as an uthorized Sortifring corrlear
is regponaible for propor cortiMcation of voushars in aceordnico with
“ha provisions of 55 ceat, -.'51 Vol 26 5 ). e i required "o
furnigh hond “mr the protection of tho mided ceates in such amount up
any bo determingd hy the Mreotor of %ho f-sney pursuant o standasds
proseribed by the Sacretary of the Treasury wmid is held acoounteble ‘or
and required to make jgood to the Tmited States thc nmount of wmiy Lllegul,
improper, or incorreot paymentn roaulting Srom any “ulse, insccurnte, or
nisleadin; certificate mado by him an woll us for any paymons prohibitad
by lav or wiilch would not represent s logal obli,ation under Hhu approe-
oriation or fund involved,

b. Dusignations

The namus o the employeos for whom ceortifying suthority
iz sought will be listed on “Schedule of Officers or Fmployees ruthorized
to Certlfy Vouaiiors for Payment to (Asbursing O~ficers wuder tho “xocutive
Branch of the Sovernmont™ and submitted to the Director of Contral
Intelligence Sor approval. The employees listed on tho nehedule bocome
Authorized fertifying Osficors only after the schodule has beun signed
by the Direotor of fentral Tntellipence and after the ariginal of the
Schedule as well us the signature cards (Treasury Dept. Form 1686, Hov,)
ond bond ‘mve boen mccepted and are on fle in the Trensury Departmont.
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Gs Revoontlon

Rovocation of au enploywe'n authorization Lo cortisy
vouchors will bo mansomplinied by $ho uge of the 'amnumborod Trenaury
forn wmtitlod "Ruvocation of wntwrity to Corti Yo VYouousry ror | mymont
to visbursing 0fficers under o ixeoutive pPrmeh ¢ff the Glevornnen "
which will be bandled in Lhe sano mwner ng the at-thorigation fom,

de  Advaiiow Noclsiouy

Twro thore ix a quention of law involved Li puymonts on e
voushur gubmitted to 1im 'or corti fleation, o Autiorirzed Curtd tedig,
Oeficer hus the right %o apply for and obtain an uavance desision iron
tho Compiroller Seneral of he nited Htatos in accordunce with the
provisions of public 1.aw 309 - 77t Congrons, approvaed Yecomber Wi,
L41 (31 teieds B2dY,

4.  fafakeoping of jublic 'Ainds

knployoes oharged witn She anfokeeping of Public * guuy shall
be feld porsonally liable for guoh fmuds (81 Mag.0, B21Y.  fho Pinonl
Section and any othor offices aimilarly responsiblo, will provide anfos
or other gultable loekin;: devicos or safopuarding aolloctions, snlary
checks, bonds, wnd othor valuablo itens.

Porsonal funds or papers should not be placod in toverumeny
satokeoping fucilitios.  gQueh quasi~-otfficlel 1unds as ono for the peod
fross, Community Chest, “nployses' wlfurs Aspociation, wba., i ndaine
iastratively counsidered ‘ecogsary to bo placed in these 'moillties,
ahould be ir n separnte lockod sorpartuont or box with tio key ko guel
erontutner in the exclusive possension of tho particulnr individual
rogpongible “or its contents. ‘owever, tle presence af suoh non-o ricini
centonts in the official safokeecping facility will nox sutonatically
ontitle tho reaponsible individunl to the combination or key thuroof,

mployeos charged with She sufekeeping of Public *'gner mbnld be
“old personally liable for such “uniis (31 v.s5.0¢, b21Y,

b. Tnspoctions

As required, the Chief, rinance pivision, will uiroct &ho lucal
Inspectors under his supervision, or officinls of tie Fiacal jootion, to
conduct inspections of fiscal aotivities of the AgBacyse  Wristen reports
of sll ingpections will be filed with the Cchief, Pinance nDivision, snd
the inforuuntion contmined in those roports will be utilizod tn the
fullest ndvantage in adaninistering finencial affairs. In tho ovent that
findings of tho inapectors indicate the necessity for future investi;ative
or remodial measuros, approprinte action will be rocomeondod by the (hief,
“uance Division,

CONFIDENTIAL
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9. Lininmon

Tha ~iscal Joetion will conduct adnlntfatrative linison with
adornl speoncions or other orgunizationas e rontine fiscal mnttorn,
Lialson for purposcs of oonsumnating new pollolon, procedures, and
agrosnents, or othor activities of major importance will ue conduutod
undor the gupervislion o the Chloef, #lnance hHivision,

25X1A
Bl oo

The ncoounting functionn ¢f the aApency will be adoinlatered by
tho Acgounts mit, Macal sectlion, ln vowplianece with tue Couptroller
Aaneral'e prosoribed furmg, $rotesy, and proceduros Tor administrotive
approprivtion wnd fund accoun®ing,

1. dGoenoral Lodger

A Goneral Tedpger will bo nuintained In tho jconuntes ‘mit,
isonl Seotion, for vurposes of controlling sunaidiary accounting rocords
and for appropriation and (und acoountability., Tho accounts maintniunod
25X1A in the OQonerel Ledger, as woell as tho I'oms, systems, and procodures
aaud, are prescribed by Goneral Regulations |G

2. Allotmont lodger

a. Requirenont

The Mucal oction will naintain offuial allo%ment nccount-
25X1A ing records in sccordanice with foneral :?n(;ulutionn_ whiol ip
‘moted &n part as follows:

"Allotmont mcoounts ard provided lor the purpose of showing
currontly the unobligated balaucea of approprietions and funds,
and nf insuring, iusofar us possible, against the incurring of
defioiencions....

"Accordingly, it ia tho sdninistrative responsibility of ewch
oxocutive departniont, establighment and agoncy of tho Federnl
Governmont to allot, apporticn, and oblipate its appropriation
in such mmanner as to prevent expenditures in oxcess of amounts
appropriated....

"3ince ailotwment accounts are provided for the purposs of' pre-
venting deficiencies in, or over oxpenditures of, appropristions
and appropriation linitutions, it 1s obvious that irf the amounts
allotted do not exceed the appropriations or appropriation limita-
tious and tho obligations and exponditures ao not oxceed tho
unounts allotted, no deficiency or over expenditure will occur,

It is, therefore, important that allotwments be made in such nannor
as will effoctuate a control at the point where contracts are
approved and obli ations inourred....”

GONFIDENTIAL
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b. *'ninhwg&g
A& soprorato Allotaont Ledger will be eatablishod wia raine
tainod by the pAcoounts Init, #jscal jgo%lon, for vach allotwent ancoount
%0 which fumds have boon allotted by the Budget Section, Tho ledpers
will be naintained without rojurd to object clusses. FEntrios in the
variovs colums of tie ledger liave u direot offect either by addition
or gubtraction on thoe unobli;atoa balance o tie allotmont as follows:

o Allotmonts « ¢ . 4 ¢ 4 s « v ¢t o 4 e v 0. o Add
2. Obligations Tncurred . . . . . . ¢ . e . o « Subtract
8. Obligntions liquidated . . . . . . . . . . +» Add
4. Not Aasbursomont Vouohoers . . . . . . . « « Sub%ract

By oxten'ing the bulanoce of the various column in the
lodger, tho ourront infornation will be vbtained an to the unoblipntod
or free balnnoe of tha allotment.

6. Consolidation

As of September 39D o1 each yoar tihe allotment ledyor nocounts
for the provious fiseal yoar will bo consolidntoed on tho basiu of major
proyrame or notivition,

3. Obligntiong
fl.  “8tebligiwons

Oligations will ordinarily be establisbed by neans or
coples of the oblipating doouments, l.a., coutracts, Purchase (rdors,
Ghop Ordera, Governmont Transportetion Hequests, Travel Orders, Covoerte
ment Bills od lading, sand so forth, there use of suah oblignting doou-
rnents is not feasinle, the K{scoellancous Obligation Hecord, Form
Vo, s will bo used to estmblisi: oblipationa. This fors will also
bo uzed as u subsidiary record of recurring obligations for pryrolla,
rental and ssrvice contracts, Lrevel ordars, and other classos o
obligatlona, noocrunis, deliveries, or gsorvices which exteond over all or
part of tho allotment pericd. The v{uscellaneous (blija%ion Records will
ba prsparsd by the Acaounta tmit, based on Wwritten informmtion furnished
by ofiices uduministering tho allotmonts tu be charged. Wien obli;ations
are estnblighed by momns of the Yigcelluneous Oblipation Hecord, tho
basis for computation will be indicated, so that approprinte Liquidation
can be mado when applicable disbursement voucliers ars recorded.

All obligation documents or deata will be routed vim the
Gudget 3ection to the Accounts imit, Piscel sgotion, so that the oblijn-
tions nay be oncumbered against the appliceble allotment account.

UONFIDENTIAL
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b,  Typun
el

() vorsonal torviao Obligations will bLe ootabliahod by
e jeoointa Unlt on a aouthly hasio Lo covor tie salurlus o voughorod
unplo mog and ralated overtine., ™o payroll oblisations will bo liqui-
dntod each puy perlod in nccordnnca wite the qsidation sehadulu
oatabldisled for <o oblivetion, wathor Lha: by the unount off the MOUGCTIOT,

(2)  Travel obli ations covering spoci ric trips will ha
aatnbl:ptod on who baaTa o7 T Travol Oedor (Worm 34- wnl will inoiude
all exponaea nutiorized in tiw PTeavel Ordor, 1.0., pur dlew 4n Hou of
subsigtance, ailea;e, sxponses fncurresd inoldent o the une of Govern-
mant. Pranspartation Regquosta, mana other reimbursable axXponged puct ao
rovemeut of nougohold elfects ani dopondonts, and all anticdpated
oblirationa covared by tha Toquast for Pravel Oedor.  fravoel Orders will
not be ralenpod to tie traveler, nor will travel be portorned until
dotormination han been mede =hu® su ieient \mda huve LYeen resorved to
c¢ovar the antlcipatod obli;ktinn for travel, transportntion requests,
ote.  Travel obli.ationg will Yo Liyuidatud wien Lo reirbureenent
voucher and rolatod transpartation requusts are submitbed ~ur paynont,

(3)  Trauspoctalion il nvlons o movanont of frofpgit
wils be wasnblisnod T the basls or Oovernment Hiils o< Ladia,, (G,
11085, Goeli nticns yor dovernnent ioyuoats for Transportution will not
bo esvunlished whon Qw Rogussts wre iszued. fowaver, vwhen o traveler's
relubursonont voucner is paid, the travel ubliuation will bho Liguidatod
nuG oach Transportation Requost entored individually au vbligntion
npsinst tno sllotmont, #Hills of Ladin, will not bo relonsod Lo the
curriors until determinasion wus beon nmude tlat sulficiont “uwis nre
available to houor tnw obligation, Bills of Lading snid Pransportation
Hoquests will be liquidated as relnted freight billinge mud onrrior's
billings are subnittod for prynentb, or upen voiding ol i oripinal piil
ol Loding.

(4) (ontractusl nbligations covering cormunication pervicoes,
rente. snd utilities, and otuer contractunl services will be estublichod
by means of tne tisoellaneous 0bllgation Record, form 34=u. ttonies of
auch contracts and/or agreemonts will be routed to the Accounts i Sor
obligating, Centrasts or sgrooments wili uot be aptered ivtu in rYspUNEo
Lo reoguesta by administrative offi{ces until it has been detorminod Lt
sufficient funds are availlable tu cover the oblijntion. Contraoisunl
obligations will be liquidatod when rolated billings and/or voushers sr:
submitted for payment, or when such contracts or agroenenta liave been
terminated.

(6) Purchasse Obligntions for supplies, equipnant, and
ssrvices will bo establIshod on the basis of copiea of Purchsse Orders,
Worm 36-1, or nther purchase doouments ispued by the 3ervices Division,
tAe  Prior to release, the Purchaso rders will bo routed via the Budget
joction to the Accounts Unit Mor obligntion., Purchase obli utions will
ba llquidated when tho vendor's bLillings are pubnitted or payment, or
when such Purchase (rders are cancelled.
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(&Y obliations for Clubns wili be satublished and/or
aijuntod to agrev WIth tho wiount oln¥mod whon such olalms are submitioa
to tho feneral Accounting “f{lce Por direet aettlimont, obliat ane e
clatig will be liqulidatnd in accordance wit. notico of sottlonont hyv the
fenaral rocoimting ol Cice.

4s  Rtecord ol Unliquidatod Cblipgutions

ne. alutenanoe

The Rocord of Imliguidated 0blipgations will bo meintainal
by tho nocoamts Uuit for rucovding irrorution perteining to oueptanding
obligations, Tho Record will beo nedntained by appropriotion, wilotment
nocount, and sub=ob joct alass in order that (1) the status ol enoh
wliquidated obliation may Lo rendily determined, (2) 1t nwy be ancor-
talnod that the anount of osoh obligation wnd llquidation hing Leen
aorroctly recordod on allotmen® Jedgers, and (8) an acourato liat of
'~nllquidutod oblisutiona, clussiried ur to gub-objecy, may be availablo

wroinforontionul purposos and for preparation of reporte.

h.  Congolidation
A8 of doptomber 30 of wnel: yenr the record for thw orovious
tisoal yoar will be conxmlidn‘cmi or the basis of najor progrens or

activitias,

B. Objoct Classitication

tnjost classiflention ayrboly, baaed upon the type ol Ghe

sarvices, oarticles, or otior itens involved, ar d° atinguishod fron tho
PUrpoie Lo be attalned, will be wpplled to ull obliation, oxpondi<ure,
and colloction daeunonta affacting .;nrnpr tatlons and fundus,  Ohject
clasai "loati n symbols as set forth in the followin,; code will be uged
to ingure uniforsity in annlyzing, recording, and reporting unliquidnted
oblipations and exponditures: to provide budgetar, infometion for 4he
prejoaration of gstinntes;and to facilitate officient mapagenont ol Munda.

Code of Gbjeot and Sub~hbjeot Classificetion §ssbols

01 Fersonal Sorvices
21.1 oegular Fayroll
0l.2 Temporary
01.3 Part-time and 'AY
0le4 Might vork Jiffereutial
21.5 Lump Sum Faynents
01.6 MYative Pay
01,7 living and Quarters allowances
01.8 Overtine lay
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03

04

06

08

Travol

N2.,1 Civilien - homeatic
02.2 Givilian = Poroipn
0Z.8 nMilitary - honwvstio
d.4 vilitary - Forofgn

Tranaportation of Things

08«1 Repular

03.2 Personal ffecto (chmupe of shtation)
23,3 Pennlty vail (over & pounds)

tomrnuniontion Sorvioes

Odel  Telophone

M,1-1 *rivato Linwe

4,2 Talograph

74.3 Ceblegrams

,4  Tolotype

04.5 Ponalty “ail (oross with appropristion limitation)
04.45 Postaje

N4.7 Translors

Itentg and Htility Sorvioos
06.1 0rfice Spnoe

6.2 Tmrehouss ‘ipace
76,3 Business ¥nchines
05,4 Tochuical Hquipment
N5, 1risoellnreous

Printing and Rinding
N6.1 Govornmont VYeinting affion
06.2 Commeroial

fither Contractual jervices

07.1 Ropair and »aiukenance of Structures
07,2 3ecurity Reports

O07.3 Reproduction

07.4 Reportin, Services

07.6 (uard Sorvioce

07.8 ‘incellaneous

Supplies and “atarials
08,1 Office

08,2 rhotographio
08,3 Automotive

08.6 Comunications
08,7 Iublications
08.8 wviscellaneous

CONFIDENT]A!
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N squipaent
M.l orfico
DH,E e te rante
N0 cntunotive
Mea  Operatlonule.rmiy
Mab  Operationslelavy
Ve Cowmin entionn
09,7 Roproduetion
9.8 jecellumneoun

G, Distribution Lodger

ne  Malnteauncw
The aceounhta tnit, Crseal Sectlon, will waintuin tio offelnl

Natribution Lodger, =8 reguilred vy Goaorad fepdations Hoe A0, Insiru-
monts rocorded in the Listribuvion Lodger will couslat of nll cyios ol
oxpondi turns, settlement, and refund collection documents. ‘Tho 7.uu,'0r
will be matutalned by o coprintions or funds, allotmont acooun, and
sub=~object olassirientions in omier <hal 14 vy bo agocortainod Lhab
samounts o 0 oxponditures and ovlluveticns have boen correctly recorded on
Allotmont [ gdporss sl that w nocurate list of net oxporui‘turuu,

clased 2ied an Lo sub-ub.;oob. nay bo available Zor informa%ionsl purposoes,
and “or provaration of raeports.

. (ongolidation
AB of 31 septenber o oach year thc Distridbution Laodyper
scaounts for the provicus fisoal yoar will be cunsolidated om the basie
o nejor programs or netvivities,  Subeobject accounting mnd rogporting

will bo disonniinued.

7. Lapsed aAppropriations

a. When appropriationa leapne, tte followiny action will be taker
in ordor shat surplus fund woarrants issued by the Treasury wuay be ontered
into %he General lodpor:

(1) The acoounts !mit will ascertain that all oxpenditure,
pottlemen®, and collection doourienta iiavo beon entered in thie allotnent
accounts,

(2) The hooounts Umit will cancel all unliquidated obli;n-
tions by mppropriate eantry in the pllotment lLedger. The entry and the
obligation document will indicmto that cancellation has been mamde in
ordar that tho unexponded balance of the appropriastion can be carrisd to
tne aurplus fund as prescribed by Seovion 718, U.S. ('ode. Tiree 3l

Cm
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(3) Tre Dydpoet dectlon will bo advided of Lo resudting,
unoblipatesd balavce of alletront, so that appropricte alletaont “oivn
will bo oxocuted withdrawlng thone balwiows.

(47 ™Mool swame will Lo propared ou lappod apiropriations,
and furtlor allotment lodgur uccounts will not be reguiroed,

B o b

"“ho Payeroll init, -iscal fSection, will be ruaponpible tor the pro-
perntion, pre-audit, and subiignion lor paymont of dopartuontal pevrolls
for voucsheraed personnel of this aponey; tho postenudit and mintonence
af records applicable to overseun vouchored payrolle: tho muintenmnce orf
applicsble leave records and retiraaent records, both mp to recoding
servics history mud retireusnt deductiony; the witiholding and seporting
0f weounts withhold fer inegne tex purpnses; Lhe maintenance of records
for . . Savings Bonds: and whe distributions ol salory ciecks nnd
e . Snvings dondg.

1. Tine and Attendance Ueports

Tine and rttondance iports, standard Torm 1180, Noviund, wil)d
vu ugoed as w timokesping rocord for, und na e basis Tor pyment of
salurlos to, all civilian employees listod on vouchsrzd payrolla. “hogo
roports will bo maintained by ench (ffce or talf Section, or wnin af
arpmnlintion theroof, wihichover is bhusl sulted for chocikin, nhtundunco,

a. esordin; and geporting

hare will bo ontered on Geandara Form 1180, Revivea, Lhe
number of hours in pay stetus, uhe snnuel, sicl, and conpensatory eave,
or leosve witiout pay oharpesble tu onch ld-dey pay poriod. £11 approved
cvartine and wuthorized ltoliduy work for wnlch paymont is to be nade
must alno be rocorded on the Seandard Yorm 1130, Revised. ‘honcver nipht
difrerential 1n claimed, tho employee's tour of duty nmust be indleantod
on the Time nnd Attendance Report. The employoe should be requosted te
initinl standard iorm 1130, Revised, for any abaonce froum work beosuso
of annual, sfck or compangsstory lsave, or leave without pay, 50 ug to
proclude leter dispute o7 leave chury,oa. In the oase af absence for
sick loave %tho sick leave certisicato at the bottom of Porm 11¥), Tovisead,
will be signoed by the employaes. If, at the ond of a peny poriod, the
aiaployoo 18 not avnilable %o initial for any leave taken, tha fom may
bo submitted without the initinls. Fowever, Standard Form lo, 71 smust
be oxesutod for leave for which initials are not obtained, and submitted
with the aubsequent Time and Atdeundance Report. Ip upon return of e
travalor {t develops that he was absent fron duty on annual or sick
loave that waa not reported, e +¢andard Porm 71 showing leave Lakem ~ill
be exeouted by hir and submitted with the noxt Time a.d aAttendanoce
Report sent to the Payroll init,
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b. Coertirioation

The lwad of onch ¢ffico or tn¢f nootion will desi nate wo
ouployous for each reporting undt as nutiorizod to siyn Time and attend-
ance Foports.  Two coplen of the desiynntions wit. specimon ni zintures
will be furnished the layroll mit, Figeal section. Whev dosd masionn
arc chanpged or euthorizmtions revoked, the Hayroll imiy will bo noticiog
fmasdintely by subniuslon of now deed amtlons and speeimen ol s ires,

Cortiflantiong on Time and Attendance Roporty will be
algned (not initialed) by desipnated suployees. o Individual will
cortify hia own Time and attenduncs Roport wier: snol.er autharized
oenployso is avallable.

¢. Submission

Finbviabimtionsh

Tlme and Attoendance Heports wiil be forvmrdod so an %o
arrive in tho Macal Sapewicn uot Lator taeh 4:30 pos. o tho Sonduy
Lfollowing %he closo of the Medny pay period. e coporte wil. hu supe
ported by (1) Applivationa for Loave, jtandard fPora 71, lor annual leave
in oxcess of 12 days or leave extonding from ons reportin, poriod Lo the
noxts (2) ocortiticato of physician or practitionor for sick loave covers
ing a period in exceas of 3 dove; (%) ytamdard vorm 71 o giek leave
covaring a vislt %0 a plyaloian, dentist, onulist, ete., showing the
timv of the visit wnd the namo srd address of the docltor; nnd (20
dupliente copy of Pors 32-8, barring the approval of ©ie ¢hief, Sud et
soction, for uutiorized overtime or holldna: wori,

2. Payrall preparstion

Jupartmsntal payrolls for vouchorsd persoune) ol Lhia Acenoy
will be prepared by the Vayroll 'mit, Fyneal 3ecsion,

The currert gelary Table issusd by the fpnnral scoounsing (07 ow
will be used to dotermine amounts due enployoes for per anmm, nmonthly,
por diem, or nourly rates. Uach pay poriod wlll oconaist of LHwo adainie-
trutive work weska, resulting in 26 bi-weokly pay periods per sear. Hot
pey will be detemined by deducting Irom ;ross pay thw sutborized ancunts
Jor rotirement, tamxes, bonds, and other ndjustments,

3. (Overtime and ‘'loliday uty

Bmployeos who perforu overtime or holiday duty s defiued in tie
*aloral Employees Pay spct of 1945, as amended, will be compenasated or
riven coupenszatory timo off in acoordence with the provisionu of ¢T¢
Administrative Instruction [ .

4. ?liﬂl‘t oty

Enployoes assignod to a regularly scheduled tour of duty, any
part of which falls betwnon the lhours of 6:;00 p.o. and 6300 a.n. are

CONFIDENTIAL
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ontitled to oomponaation for work hetwoon suar houra at n rate of 10
in oxcoas of tloir Luglie rate of compannatlion.” Vnployoes are not
ontitled to this uwipht puy differentianl whon {n a loave stotus. Latra
pay for nigit duty in excuss of the basio rate is not inoludad as purt
of tho banio rate Tor compubing ovortine pay. hon right difforontinl
13 olalned, tie Ti{me mnd attonduncs Neport, rom 1159, wmust idiouto
the employoe's rogularly sohoduled tour o duty,

e  1Avin; and Quarters Allownnoo

Tiere spookiicenlly nuthorirod or upprovad, quurtors sllovaicoen
unid ‘cost ol livikg allownnoos, or spectal roroipn Living allowanaoosn,
Wil be paid to thome omployoer Laving vorannont station fu rored g
country, Huch alloweancos will ho pald in necordance wil. tho provisions
of Huroau of the ydget Cireular r=4, Swrte « and i, Mor the purpusos
of paragroph 6 of Part A nf Budgoh ¢irculnr A=8, clvilian onployoen aro
clesud flod ne follows:

Group 1 ~ (Mot applicablo to Vi)

Group & = tChiofa of v {setons and nther prinespnl offloors
directly subordinnte o Simahington, = (o (Imloss othorwise approved
vy the niroctor, these officiale include grades CAV=10 or =G, or gbova,
“mployesa ‘n those ;rades who are notv airectly subordiyinbto <o “naiiing ton
aro includod in Group 3.0

Group 3 - Tediiesl and prufeasional umploycas with, grades of
“A3 or f=3 or above not agovered by firoup 2.

Group 4 - All other enployveen with gradeg unudnr CAPS or =3,

1ivil dervice wmployews who nre United Jentes citirens are
entitlad to u 257 pay differentisl fnot to sxceed n rate o conponna-
tion in sxcess of ¢10,000 per annuu) 1P stationod in Territorios o Lhe
nited Ggates or a Cost of ouarters und Living fllowance in accordunce
with Bureau of the Budget Ciroular ;-8 when stationed in n “oreim
country,

Gs Winal falary Paynents

Final salary payment and/or final cloarance wili nod be ;ran wod
to nn employee transferring or terminating from tids fAponcy until ull
wonies and/or property that uay hnve been assiynod teo hin have been
proporly nccounted for or returned. BRefore final payment is unde, tie
final clearance form must Lo initiated by tie rersonnel hivision,
cloared with the applicable officials in advance, and Filed in the pay-
roll imit, Fiscal Section. (Seo CIG Administrative Instruction [

)
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"ublig Law LG, UL Congress, providen for tia lutip-gun
paymout to cartaln overmnmmont onploysnn of acocunulated or asoruel
nununl loave due upon their geparatlon Prom Government jerviooe or upon
cranafer to anothor agoney in a position under a & Merent lonve syston,
Tuot final lumpesum pagenmbts will be mmde by tho “Carreoll imit on the
bandas of dnromation regarding the leat working Jday acd Lo sccried
snnual lonve aa ahown on bhe poraonroi netlon turaiunatic; She anploroea's
sorvicen, afftor L “lnal clearunce Mopra Las boen rocelvod,

section & of ‘ublie Law H25 provides it upon o doat) o ' ny
oployes of Lo dovarnmont, the value of wmaed annusl loave ba padd
"eee upon tho estublishment o o valid elalnm thare®or...” in She “oliow-
iy, order o uregedencoe:

"wirst, to the bonoMeinry or bYenoficlarien, 17 any, luwiully

doatznate:dl by the cuplo som undes o Cesiremont tet applicablo to bLin
sorvice;
"Sacond, 17 thoro nn ne w - dasiynated hone elwrm, o Lo

ngtnbo of guei. docoassd org fnvoe,”

Y. Tayroll puductions

Payroll deductions mny oo made Jor salnry ovorpamoniag, leavo
without pny, mmtirement, taxes, honds, quarters ailowmwicen, insurance
promiuas for “ar Apoucles mployous “proischive zsocintion, nllavnncos
authorized by power of attorney, mrounts disallowad oy tie funeral
Accounting, Office, und any othor July wnthorized deductions (§ "o,
36 .

n,  Retiremwnt Noductlons will bLe withheld {rem basic poy in
an amount equal to b oJJEhe onployoe's bnsic pay. ln neecordancs wish
procedures preacribed by the ‘lgnermld teonunting % ce, thess deduchiong
are depositad In the Treasury of the !Mmited jtaten Lo tha avodit o tho
Civil Service Rotiremont anu Disability Find, and nuuropria<ed Sor “we
puymont of armulties, refunuas, and otlor allowmnces. 7 baeoic nulary
upon which retirenant deductions are to be computed 1s 4the wzount
oarned during the first 40 houra of duty each week, without rogart to
the days of <The wosk upon wiloh sucr duty is performed (25 fonmp. fen.
102y,

The Fiscal Section will credit the retiroment ncoount orf
sach euployes with the emount deducted from his basic salary, pmy, or
compansation for crodit to tie Civil service Retiremont and Disability
And (Seotian 12(a) of the Civil servico Retirement jot of vay 29, 1930,
as gmended).

b. Tax Deductions will be withheld from the employee's pay in
accordance witl provisions of Section 1622 of the Intemal levenue Cods.
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Teoowlh o coldbng, preovislons of sl sode apply to all e loyoves witi the
axcoption of those wio aro Lo poriern sorvices outside Lie 'mitad Htates
aurlng, Lo mnjor pnet o W walader yeone,

Thu amountys i Wie il he deteraingg fros anlary abloy
tasued Ly tao Genoral pAccounting O0flue aed Clvculnre UPelevinodd, 104h,
Ligucd by Lae Bureau of Tolomnal avenug,

fenoldlng, exanntions w!il bo nldlowad enais srployen on
Sie banda ov "ruplovocts CTeh olding axomption tortd tleste’, “roasury
‘ora Vied, on Mo with e Pogredl wdl, Moond Seetions 70 e ennloyoe
Sndls or rofuson W Muroia. o oaettCicato, Laang will Lo ofslald e 40
Lite ol rao tnd elsinmed no wi oraoldin, oxenptions. cnee Clad, iy
corti Mente will remain in odloci n%il o anonded cornit teavo L
Turnigiod.  Ausndad eort] leatog muat be

fled witnin 1O days shone i
meber of exonptions is roduced. anendod ceortifeaten incrensing oo
nunbe s o oxonntlonn may ba Mled nt any ine.

withholding, ftatement, Corm M-, showin, the cross weyos
pudd ard noms withhold for teren will be fumtstiod each onplovee
wltndn 39 days a®ne tae ologo o0 o calondar your or sovaration Sron
Tho Agenoy.

wxessn witaholdin s duo to an onployects Mnllvro Lo 73 o
an oxomption cortificate, #or /=4, will not bo sdjuntod. ixcens witi-
holdings due te cancelod cheoka, overpaymont of salars, ¢r orror nuy bo
adjustad., Ztor dithueldiny Ltatoment, Form =2, hag Doen fumisboed tho
aiployws, excecs doductions cannot be adjusted aud eny ~efuni due Ghe
aployoe will be wmade by fhe dmroau of Intornal “evenue on fte bauia of
the onployests incono tax return,

. Bond peductions for the purchaae of Upiltod States Favings
Honds may be made from mn employeso's snlary culy upon vaceipt ol
Tronsury peparbaent Mo tio. 22654, Tpdividual juthorizabion cned and
2ncord a Payroll allotments, siymod by the employoe. suci: suLboriza-
tions romain in effect until cancelod by tho enployes in writiug or
cthorwise amendod by execution o anotior authorization,

Employnass geparnted from tne Ageney may deposit n ogul-
{foient mount to complete Liw purghase prive of the bond boin,, currently
purchased by payroll allotnents. Any unappliod anounts of bond deduc-
tions amounting to 50¢ or more, remmining to the credit of the waployuve
boiny, separated, will be refunded.

8. Dlatribution of Salary Cheooks and Ronds

Salary chocks will be distributed by the Fayroll Unitv, ™Mscal
section, to designatod payment clerks of the branoh, division or orfice
in which the individual is employed. A list containin; the nance of
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Ly eauplovoos i providing spacesn Tor alpatures will acoompae aeol
sroup of ghooks, Tho olpned liebe ovidonoing rocelpt o 7 the ochooks by
the onployous nuglt be returned to tue Payroll imit immediatoly ujpon
dulivery of the chooks. tmdoliverad choogks acoompaniod LY a nomorarndun
stating thu reason for non-dolivery nust be returnod at uho seme tine.
™n thomso tustancos whuro an garployeo Lo absant rom work bhut it Lp knovm
that he will roturn witodn 6 days, %ho payment olork may rotnin the iiav
of undeliverod chocks {or the bH=day porlod.

mxtrene care aust be exorcised by paymont clorkes to inoure that
shooks do not becone logt or misplaced und that security ropulations wre

not violated.

mited Statos Savingn ionde will be mailod by the layrol! tnit,
“1aopl Seotion, to tho addrens desipgnated by oach employwso,

Y. lLeuwvo fisgulations

Youghered employooa of +ris jgonoy are govorned by the leavo
rapulations prescribed by Ixacutive (rder tNo, 9414, and by amerdmonts
thoroto issued by the initod Statea Civll ‘tervice Comilsaion pursuant
to 3gution 7.1 of tha% order. Thors follows a brial ovutling of Lie
lanve regulatious with resgpect to nocrual and granting of leave. to-
pother with aduinistrative policies In spocifio cases. Yor spocial
cagun involving leave, the lonve rogulations wentionod adbove should
Lbe consulted, or the ayroll lnit, PFisewl 3ection, ahould be consulied
for clarililcution.

R. Anuual Loavoe
e

Formanet omployvog will he credited with leave at tho
rate of 1 day (8 hours) per biewaekly period. 7The ainimun oredit for
lonve will ba 4 hours, and additional credits will bo in nultiplos
thaerevof. Tomporary ocuployees will bu crodited with lenve at tho rato
of 24 days (20 hours) for each nonth of ssrvice. jecumnilated lesvo
nay ho ocarrled forward for use in sucoveding years until it votuls not
excoading 60 days; provided, that during the period of the pronent
enorgoncy & days additional leave nay be accumulated; provided Murthor,
thet when acoumuletaed leave squale or exoeeds 60 days, Surther incresse
in wncoumulated leave shall be limited to 15 days in any sucoeoding year.

Buployeos shall not be granted annual leave in oxocess of
the anount acorund to their credit, Temporary smployeos shall not be
sranted leave until imediatoly prior to the end of the month in which
it is sarned. The minimum charge for annual leave will be one hour,
and additional leave will bo charged in multiplos of one hour.

CONFIDENTIAL
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Y. itk Lonva
orzanent w boaporacy employeos shall ba orodited witi
sgiok loave nb tio rane of 1, days (1Y heurs) per nonth. ‘Tho miniiun
sradd s Por slek Joave 1o 1 Ywour, and additional orodits aro in aultiplos
thoroof.  Ununed astox lenve noerues mnd ia avndlable for uture uso
provided that Lio Lalwnce to Slo erodlt of bthe ouployes at He and of
nuy month doos no’ oxgeod 80 dwya,

gich lowve will bo Jrented Un waplojooes sion bhoy awre in-
cnpred tatoad for thy porfommance o Lhalr cubles by sleknoas, injury, or
praguanoy an confingumont, or Jor modionl, dentel, or optical sanminn-
tion or “Srontnont, o won o nember o ke fmnmedinke Jamily ol the
amploven Lo nrflictod with n conna douy dineane e ruquiron She cars
and attendnuee of the saplovao, or whan, throug expoatum So conbagd ous
disongo, Lro progeace of o anplorec nt his poat of duty would joop-
ardizo %he hosltl o. ctinra,  Cho winimum chrrpe for sick lowve will e

1 hour, mid sdditional leave will be charged in aultiples o 1 how,

Al oy ioyec wio La sbsent bueause of sicknoos should notify
418 supervisor ag early as procticable on the Cirst dey o7 guol nbraneo,
or as gsoon thoroaltor ns possiblo.  Fnilure to jive suct nobtice noy
result in the absenos bein; oharjed to annuai leave or leava wizhout
pAY, 68 %io ciroumstences mey Justirv. Reguosts ror slex Lanve Tor
modical, dental, or opifeal examinasion or treatnent shall ho subultted
for approval prior to the bogianing of the leava,

vgdicnl certificates will not bo raquirad “or slck loave
of 3 days or less. oick loave in sxsess of 3 word dave rust bo supportec
by n modienl cordiileatn, or otlar cvidouoce ndainisatratively accontablu,
wnich must bo Mled within 10 days alter rsturm to duty. Siok leave Jor
nodical, dental, or opticul exmaination or trestment mist bo wupportod
7 o certiricate of the unployee Shnt 'e has rvaelived suct traatmort or
exardination and ghall inolude the namo andd addregs of the phursleiun,
dentias, or otuer practitioner wislted und tie date asd nour o GG
vigita

Whon sick loave cocurs within a pericd of annuai leave
g lastsd b or more cousacutive work days, the period ol illneas may bo

chargod as sick leave mnd tho charge againat annual leave reduced
accordingly. Application for such substitution of nick leave ior annual
loave ghall Le made within 2 days afber return te duty and shall be
supported by a nmedical certi~icate, or othor evidence aduinissratively
nceeptable.

In casos of serious disability or aillments, and vhen the
oxigencies of tiho situntion so roquire, aick leave may bo advanced T
permanent omployces not in excess of 30 days; provided thut nu wavance
of siok laave siall bo made to any omployoe unless the abscnce fron
duty on mccount of i1llness ia for a period, or periods, of § or more
conseoutive work days; that overy application ror advance sick lsave

CONFIDERTI2!
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toall Do sipporteod by o aedlesl cert! Tleato, ama tint o Lobed o - uol
wiviican aaall bo charged againgt sic: loave subsoequontly erodited,
dlek lonvo ukys be advanced Arrespeotive of whothor tho enployen ok
annual lewve Lo hils erodit,

siek Jeavs shal)l not by adyincod %o an ampdo sea holdin, o
Hinited nppointmont, or nne oxplring on u spoel Mod da*e, in oxcous of
tha Lotnl slok luave that woild anccrue duriny o remaintng, poriod of
ol nppointnent,

6. Gourt Laave
et e tast s

fhion an engloyoe 1s abwont fron duty for nttonduancp in
court ar o wilness Ln bulalr of %o United States or the Tavormaont of
Mo Dyatrict of columbin, or for jury duty in any Ttate court or court
of thne United statos, the absonce frorn duty shall not be charged ngadnst
nonunl Isave but should Le resorded ns “gourt lesve."

d. Leave for ivil sorvioe Exenmination

In ascordance witi stendard praclice, the onployeon o2
this apeney will be granted $ime off wituous charge apninat loavo lor
tihe tinue nocensary to complote (1) non-compeotitive examine-dons fo
vromotion, or (2) opon aomputitive exeminetions ‘or ihedr prenent jobs
prior to the astublis'ment of ropisters of oligiblos, rplo vop wiil
o ranted time off without charge w uinst lsave o tako any civil
mrvioe exmainntion proviously taken srd Safled, providing Lt applios
to their present job. However, thoso employoes who, in order to qualisy
for s vaplater, taie open eomuotitive examineticns othor oo thosoe
roquirod for their presont jobs will do so on annusl loave.

7. Yaternity lLeave

imdor authorlty of rpulations rolnting %o mrual and aiel:
leava of povornment ewployeos, upplicatiocns .or msterni ty loave nay bo
approved by the Chiel, vrersonnol Division, B A Branch, wdor tio “oliow-
ing ciroumntances: (1) written application will be subnisted, ncoone
panied by n doctor's certifioate on Standard Form 71, and (2} nomally,
waterni Gy leave will not axceed six montha, ineluding accumulatod sick:
loave, accumulatod annusl leave, nnd leave without pay stutus for any
balance of the six montha' perivd after accumulated asic and annual
loave have beon usod up.

Upon recolpt of written advice from the attendin,; puysioinn
corsifying to the abasolute necessity therefor, the Chisf, Feraonnel
hivision, #»A Brancl, may a;prove extonsion of an additionnl six nonthy!
period of matermnity leave in a lsave without pay status.

Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2



Approved For Releas@;“b‘be%LNlLlAim -00728R000100010001-2
oo tATHAL O AR TV THRAT IV THGTRIICTT N Y -

25X1A

e il tury ionve

Cilltary Leave Uoar Greatndng puarposes only, "witiout loss
ot pay, time, or officisuey Anting” will be prantoed tn "ro,ular”
oy lovesa off thw Unlted Jeated who are membors o the Matioual Juend,
2licorst wusorve Corps, or Ue taval, arino vorps, or Const Quard
Ragervo.  To porary, gubstituto, and "when actually employed" porsonuel
are robt ontitlod to military loave. In goneral, military leave nmay not
axceod 16 days in muy one onlondar yenr, dittlonal time during n
onlendar yonr will be chargod an annunl loave or loave without pny as
deterninod by Yho onclovoo.

Ancoenplovon destring ailitery loava should mubiiit ihandard
Porn Moo 71, applieation e jouve, scocompaniod by two coplen o his
mdlitary oraors. o lenve will be roported on tho Time and attendunco
Papart, Sora 1130, in the eoliym earked 0ther” with the notasion
"tdlltary Lonve" pleced Lo uhe "aaurla” bLlock,

e Loave iivhout ayg

dnployeos will bo elipible "wr leave witiouh pay roard-
logs of o longth of sorvico or the fact that anrunl or sick loave !aw
baon acounule bod,  puthorizaiion o such leave, whiile n mattor of
wiiinistrasive diseretion, siculd be based on a rossonuble oxpesotntion
that tha anployee will return bo dut: at the oad of tie approved poriod,
In addition, at least ono o the ldlowing bone ™ Ls abnuld rosedt “ron
such abgenco: protection cr improvenaut of employee's health; retontion
o' a sdegirabls weployos; incoreaged ability to perform the duiios o biu
poition; preservation o ooutinuity of porvice in caso o injury or
aiciiens incurrod in line of duts; provision for an ovorsoan orulosee
o rovwrn to this country for parsonnl reasons such as “amily i1lnoeas.

All Leave vithout Pny in uxcess of sixty days -aunt bo
naoroved by <he Chlef, Yersonnsl nhivigion,

h. Coumpaensatory leave

Fmployoces ney be granted compensntory lenve for approved
25X1A SVnrtling workod in nocordenco witwh The provisions of ¢1G Administrative
Tnetruotion . Suech loave will be reported on tho Time and
Attondance [loport, rorm 113, ovised.

25X1A

B e

In nccordance with existin; statutes smd regulutions the Travel
imit, Fiscal Section, will audit and certify for .mymont traveler's
roimburgoment vouchers, <ransportation billa from carriers for trange
portation rfurnisghed on Governmont Transportation Requosts, and travel
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ndjustnmon t vauchors froa othor joverument npgonclies.  Tho Traval imit
will nlao rondor ttw ollowing sssintanoco to travelora; arsuge for

travel advances) asaist in She proparation of travel rolubursenont

vouchiorn; aspisgt in handling Nonoral Accounting Off4oe oxcoptions and
inquirien by porforning related research workj) audit travel vouoners
of railitary and naval porsomiul) and assist 4ravelsrs on problonn and
proceduros related to vravel. Tny roesponaibility of autaoriging or
approving travol, lusauing Transportation Rsquesta to the traveler,

ingrructing travelors, otc., Lu rosted in the Transpostution Raotion,
sorviees piviaslon, (~i. e adninintrative Tnstruetion l )

————

1. Advance of Minds

a,  Sonding

Abmneos of offfolal Munds o cover the exponses ol nn
onployee in sravel status and/or cost of moving, Lwusohold joodn withdn
tho continental linits of %no Mmitoed States will ba made only 10 &he
ouployes uxecutas o Mond of Indemnily. 7ro cost of Lie promiun in
sscuring such o bond (£h,00) tu borno personully by tun gaplovoa,

Tha Traval mlt, Pleoal tection, will assint tho “raveler
in soonring the roquired bond and wroparing the applioation Por Advanco
of Punds for fravol hxpenges (Standard Sorm 1084, pewised). "he “ravel
imit will goours tho advance o funds and arrange for tho travolur to
plok up thoe chook.

e Acoounting for Advances

The travoler must account for advances of funds in accord-—
oo with Gonoral Elc;;ulatitmn_ Novigad, whlch providos in vart,
as follovis;

"overy traveler to whon an advance of unds hneg bHoon
made undor the Subsiatence xponse rct of 1925, or
any other act mutiorizing advencos for like vurpnsos,
will, upon return %o his pormanent station, proaptly
propary and submit through his adninistrative off'ice
his travol oxpense account on Jtundard For MNo. 1012,
Revised. /See Par. 84, Standardized fGovernnent 7ravel
Regulationg./ Tn addition thereto, the said Sravelor
will remit With hin final travel voucher any baluiue
of travol advances for whicl: he is soccuntable to the
desgignated person in the department, establiahment,
bureau, or office, vhose duty &t is to receive such
collections....”

Tho Pravel Tmit, Piscal Sectinn, will receive such colleotions and

forward them to the Acoounts Unit, iscal %ection, for scheduling to
the disbursing offiocoer,

CONFIDENTIRY
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0. Recovery oi polioguent advancon

44 ttnb. GBO, Loncd.C. 2, provides, dn counoction wit
traval advances, that "any suna o :..u.!varmud sholl be recovered Sron
the poraon bo whom ndvancad, or bds anbabe, by deduotion fror oy
amount duo Srom tio UnSted Steabes or by suen othogr lo;ul nethod of
rocovery us mAy be neoossary.” YU o travelor refuses to orefund the
amount of his truvul edvimoe due wmid whare io hme oo curthor trevel
voughor whioh may bo applivd agalnot Sho advanoo duo, the waouny of
wdvenae due will bo deduoted [rom grlary payments cive b

2. Neimbursomont Youolur o Utravel lxponsges
b dotaciuctolalli -

B

a.  rreparation gnd Submlission

1t 1s tihe mwpcmn:i.hﬂi*y of cnch. bravelor Lo vrepare big
travel voucher in proper forma. Cowevaer, Upon regquest, Lhe Tpavel imi~,
cieenl Soction, will oxtend advieco and ngsistance L connection with
tiio preparntivn of vouchors.

public Vouchor for Calmburseent of Travel il Nther
uxponaoy {neluding jFer plom, Htandard foru 1012, will beo nubnisted
after the complotion of ouch trip of loas than Lwo monthe.  Por trips
in excess of two months monthl: accounty muat bo gubnl! tted, oltior en
a onlendar month basia or r»‘unm!:ly nMar the boginnin: of the Sravel.
tmere an omployee uges Govermaont Yranaporitation Haquosts Tor ofriclud
traval pnv'f‘onmd vin covson enrrier but eleime no por diow or othor
oxpenges, “w wiil nevertheless bo required o submd il Stmudurd Porn 10120,
ha Sravel voucier should enumorate sll reimburgeble exponse Lten
ivcidentnl to tie travol performed arx woll as zllowablc oxponses JYor
movomoat of hougehold poods Wilhin Uhw coniinentel 1l:its of the Initod
Thates (Uxecutive firder 9805Y.  Tho sravel account rust be uproved
ndminiatratively by the (hief of tie Office or 3ta”’ Section, or his
dusiinos, and forwarded in gquad-uplicats o ©u Travel Unlit, riseal
Tection, tor audit and certi “icntion for payment.  “he travel vouchor
st be supported by legible monorandus copivs off Iransportation loguosts
issued nand nny unused portion o tickets.

b. Audit and Certilfication for ‘aywont

A administrative audit of Standard Fom 1012 will be
porformed by the Travel Unit, 7iscal Section, to deternine i tho travel
wan performed as authorized in accordance with Standardized Covernnont
Pravel Repulations, ne onended, Buronu of the Nudget Cireular A-7,
Poviaod, and portinent Travel Nrder. Any suspensions or deductions
{rorn the umount olaimed will be roported to the traveler on an
"administrative Audit hDifferenco Rtatemont" together with an oxplnna-
tion, whore applicable, of the information necessary to support au
roclaim of the mmoun¢ previously suspended. After approval and
cortifioation, the travel account will be submitted to the Disbursing

GUNR T
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Oilignr for payment; nocopy of Shy voucher will bo sent to Avcounty
mit, “lsenl Heotion, “or posting and liquidation of obli,ation ovs-
tunlishod on thu basis of the Travel Gpder. "o axpenno” vouchory
will bo handlaed sinilarly, oxcopt tint thoy will not by gubmitad to
Lt Diabnrsing, orficor,

B3¢ Curriers' Billings

Carriory' Billings (Publie Vouesror for Transportavion of
inggengors, Standard form Y, supported by toe original Tpanaporte-
tion Requosts or nffidavit onnicorning their loas, will be rocoived in
tio Travel init, Plovel seotion, for aministeative nudit wid coxtifLon-
tion Cor paymont., tne Sranspertution voucher, %he orlglnal Teanaportation
vequest, rmid the monorendun copy of* the fransportation Lequout will bo
ehoclted £o dotemitus that all £hreo conforni.

V£ nocarriera' billing Cor passengor transportation is receiveu
vrior to meeipt of tre travelerts reinbursement vougher, tho truvelor
will b requested to promptly subumlt iiis voucher in order tha® bhe
weno randur: coplus of e Trangporeetion Requosta may bo ciocked with
The earrierat billing.

fihon o carrior without negdigence wna in jood Caith furndslon
trangportation on a fovernments Uransportatlon doquost fraudulently usod,
it in ertitled to paymont fov tiw servicus rendered, T the fuots show
negliponce on the part of the Fadaral enployes to whom the Request woe
igsmued iu failing to proparly saleguard the Transportation lgquests in
uccordance ¥ith Paregraph 985 o the Standardizod Government Travel
Hegulntlong, .o cest of tie Lransportation muct be cimrpud ngaingy the
&zloyr@o (14 Comp. Gem. 631, Jee ulse 0TG Adninistrative Tustruection

25X1A » Transporintion lequests Lost, j4ulen, or Cancelod),

4. Adjustment Vouctiors fron PFedernl igoncios

Adjustuent voucters for travel from other povernment agoneies,
supported by a copy ol the agroeement authorizing tho travel, will be
rocoived iu tle Travel ini%, “geal Snctlon, for aduinistrative sudid
and cortification lLor paymsnt.

5. Transportation Requests lost, Stolen, or Canceled

Upon recoipt of infornution from the Tpanasportation qoction,
Services Dlvision, that Governmont Transportation Hequests have been
lost or stolen, the Travel Unit, ™iscal Section, will report such inror-
mation to the General Accounting (ffice. This rapart must oite the
Transportation Reyuest numbers lost or stolen, the book number in which
they were contained, and include an explanation of the facts surrounding
the loss or theft. In the ovent that such trangportation requests are
subsequontly recovered, they should be forwarded to the Transportation
Section, Services Division, for concellation and transmisaion to the
*igenl Section,
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The Travel i%, discenl Soction, will forward nll ownoolwd
nedquests to the Bureau of Federal Supply, Treasury hepanrtmont, lnde:
nu ¢l rouwnstancoen .thnls.l tho itequust bo used after bLaving boon roported
ng logt or gtolen. (Hwe €10 administrative Instruotions o

——— —

BOH  PRANSPONTATYCE RILLTNCS

Tho Clalms tndt, sigenl Nection, s rearonslble for aduinlatrntive
nudlt and oortification for payment of Lransportation billlyu incldont
to bhe uge of Jovormment Nills of Lading., Tae Sorviooa Divisnton in
responsible for authorizin, cransportntion and {nsuin, Governsent Hilles
of Lading,

1. tuvermmon®t Billas of jaain,

The dervices Division will issue Sovermgant 31ils o jading,
Torm o, » and Numis! the Accounis “hlh, “igeal guerion, with o
copy ghowity; The allotimont wecounts %o bo ol arged and she wsbinnted coul
af thao shipaen® involwved. A\ obli ntion will bu estar Liahod on tho
Allotmens ledpor and n copy o tho 31111 o Lading retained Sn tho
“iseal Joctlon pending receips o the earriers' transporinticn bili,

i tho ori inal 5111 o” Lading is lost or destroynd, u
Corti Meato in Liou of Lost Hill of Ladin: (Standaerd Fors No. 1L0UY 4n
uged we A basis for settleneut of %ho trausportation charpes. I tiw
original B111 of Ladir is loeated bofore svttloment 4o rsde on %o
certifionto, the orijinal i3 pubatituted thorofor and the cortiiicmto
is cancolod. I the origiral is looatod after gesttlement is nade, it
must ho aent to the “lgeal =acotion for forwarding to the Clafiiw ivisiorn,
Gonersl nocounting OfT'tow, with disbursing office referonces o the
pald billing covering the Certificate in Jisu of jost Bill of Lading
(¥mnr. 10, Goneral Roghln'&iuns- tevised).

2. roight, Sxpress, a:d Carge

The dervices Division igsues Governmment BMlls of Lading bo
vomnercinl carriers fer freiynht, express, and cargo shipmouts of
govarnmens property. £ills of Lading are not issuod for siipmonts by
CYq trucks or vans, or by Facllities of the Tar, Havy, and Stnte
Dopartmenta.

At the tinme roquests Tor oarygs shipments are issuod %o War and
Hnvy Department officials, 1f the coots thoreof are to be char;od te
vouchersd funds, two copies of a 'igoullanous Obligation Record are
preparod by the Cargo Unit, Trancportation Sectton, and gent via tho
Budget jection to the Acoounts imit, ™iscal Section, for obligationm.
me copy stampod "0bligated” is returned to the Cargo imit, Transporta-
tion Section. Tha 3!iscallmeuus Obligation Record will be supported
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by Sne Grgo ‘mdtes radquoest oo mroor Yevy; o, It lioeu of puoel lettor,
o carti teate ar ™)llowg will be made on e iscellaneous OLY§wtt on
Tosoedy "Tug sblpnent coverod by this document was authorired by the
Trangportution Saction in neeorminnco wit! exilsting ppenoy and tovern-
mont rpgulntions; was in tho interest o the Government, mnd in propurly
mx,mortml by autlonticated dosunents retained in Lthe fLles o” the Carge
tnits”

I8 a Governmont BILl o Tading is ugod Tor Cio novement of
oarpo to boe port ol wabsrkation, two wammorandun coploa showing wn
aatimato of molpping costs o Sbe port, are furnished the pccounts Imit,
end Sootion, for oblipgation, A "iscellisnvoua "Mlijgution Vevord fg
propared, as outlined nbore, %o cover costs from tio port of ombaricas
thon to dostination,

b Hovement of ‘fousohoid Lrfects

n.  Nithin Contlnontel mivted j«ntos

txpenses luoldent <o tho <sranaportation o houpehol ! oods
wid porsonsl e’focts botween polnts wichin the Continuntnl tnited tatos
will be mllowed in accordance with ixocutive Ovder 9805, L2 properiy
authorized by the ompleyuo's "ravel (pdor and Transfer lLettor. The
anployes transforred will nuke all arrangements Uor such shipnorits and
2oy nll expeusen. In order to obtain reimburscuont for Lransportation
exponaes allowable under ixecutive Ordor 806, the omploves mun®t subnil
gendard Pory 1012 wits nocossmry supporting dosunonts Lo the 7pravel
lnit, ?~‘im:n.1 ;;ucti.on. A gdvamee o" funds ey be allowed employwen
being sransferred for “hm shipmmt of thelr hougeinld oods and nersonal
affoctn. ’“tm CTC fdministrativye 7qﬁ*ruc:“immﬁ s Advanse of”
Mande, ) (:L»ligatious covori:;; esatli nvod oxponses Ior auch ahipuonts

;

will he ostablished “reom the Tpavel firder,

b. Outelde Continental United Jtates

Transportation of hovseolold goonds and porsonsi offects o
or from joints outaide tho Continental mited 3taton, allowed in necord-
ance with xecutive Nrder 9805, will be covered by Govarnnent Bill or
lading or Purchass Ordsr for msvenont by comasrcial conrriers, and Ly
rejquests to the “ar, lavy, or State lLepartmonta for oversees shipnents
nade through thelr facilitivs. Obligations covering eatimated cogt of
such shipments will be establishod in accordance with the procedure
coutlined in CIC sdminigtretive Tnetruoion [ .

4, %ail and Parcel Post

Pareel post may be used as a mothod of transporting Governnent
property when the cost is equal to or less than freight or oxpress
(Postal Laws and Repulations, Sections 578 end 618).
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Farcel poat fnaurance on ghipamis of Governnunt property by
tea tovarnmmt 1a nob connlidared 1o tte gntogory o regulnr lngurance
but 36 e foo for additionnl wnd botter avrvice and up auai iy payablo
nothe pround et tho service rondeared iu sssentinlly onu aof trunppor-
tution (3 .60 3ulp 22 0.0, #0832,

5. Billin,s and Cloinma

RBills rocoived frow curriors uwukjuct bo the Intorstate
Cormarge Act, ne mmondeod, or tiu Clvil foronautics sot of 4035 wil! Le
onid upon pressatntlon prior to mudlt or setiloment by She Gonorel
Assountingg nffice (Neution 322, Yransportation Act of 194D),

Publie Vousior fur Transpartacion (- aryeg, Standard Jom 1113,
aupported by tho originel nill of fading (or certificate in lLion o
Loat 111 of Lading) will be reovived in the (latms 'mi%, Flacnl Seution,
for ndnintstrntive audit and corsificntior for wymont. ‘o vousoer,
artzinal BL11 of Lading, amd Soe oblisuted copy of tra 1211 of Laddngg
#1111 be ahaekad to dotormine Eint all toroe oonform,

Har, llavy, or Stato Depnretnent vouchera for forolsn ourgo
ablmientas, chargeablo Lo voucherad “unda, will be recefved by the Carpe
mit, Transportation jection, Lorvices Mvision, Sueh vouciora will
be tranamicted to the Oleims dnit, “penl Soction, @with, o oangndittal
moorandutn eontadning o cortiiontlion rwading substantinlly an Jollowa:
"Tho services coverod by tro billiigs as liates nave hsen rundered on
oyl of thls fgency na avtlorizod in sccordancy wit: roquests on filu
Muothla offleo.”  The Gladns iz, “iascul soovion, will nake s sonind g-
entive audit of the veghors and cortily then for purmont,

25X1A
| R A R R S AP

The following Items will be considared by the Glaims Unit, <isonl
Soction, in the audit mnd corti Montion for pmyment o npplioable
vouchers.

1. Vouchers and Billin;e ~ enarel

3tandard Form 10384, "Publie Voucker for Purcheses ana jervicus

Cthor Than Fersonal," is used, penerully, for vouchering all demsndas

a ninst the Govermment Involving expenditure other than fur personal

services, axcept thoso demands for whioh spocial forms of votchuers have

beer or may hereafter bo prescribed by tlie Comptrolleor Genornl. Sorvices

and/or naterials coverad by tho voucher muat be supported by purchnse
25X1A orders, oontiracts, agreomenta, or.othor requestin; documents whioh are

in confornance with prosoribed regulations end statutes. (¥or nandatory

sources of supply, sco Adninistrative Instruction i WD

FEAS
,_;.-ﬁ:"t,aﬁ :d

v
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e P'roperation
Voughers aovoring porohanes wnd dervices othar than puoruoned
will be prepnred - r ouvnplutod by the “incal Processing 'mit, i'lacal
feotion,  Vondors w417 be oncouraced to mubait thelr bidlinpn on atandare
voraobar “spms,

Y (Y'n.xagu_vl{zl_un
e Maeal cCectlon fu responsible tor aomanbing: tha
voucler by f11lin; in all applicable spacus axeept thoso wilel are onbvie
ously fur comjlotion by the Disbursin: 0rflcor or the fenornl 7 coounting
Gllleus Thia rasponsibility ineludes tio broakdow of choarios by ap-
proprintion, Umivation, sllobmont noeoaunt, abjeot clenst Sleatbon, mnd
auplicable unountg,

c. Vondor's gCortifiontion

Thae Coaptroller fdeneral uneg ruled Siad nléhougl the
authorined cortlPying % cors nrae not relleved of roapenailility, thoe
curtificnto roproduced helow constiegtys n vropar ard gurficiuns werranty
by Lro vendors tlaet oll conditions o.' tho purchager o gontrachty hnve
baen compliod wish (21 (1,0, 1162);,

"T enrtily that the avove bill Sy correct and Just:
tint payment thorefor has not boeen rocelved; that nll
atatutory roquirementy us %o grarican production asi
labor ntandards, and all conditions o Furchnao
#pplicable to £y trmignetion have boon complied wis,
el that gtato or loeal taxes oare not includsa in 5o
anounta bHilled."

The aijnature and titio of the individual aiimin;, the
carti ficate mat be aliown on the or.ginal vouoler or Inveleo. 2%, nnture
by proxy on tie certifieation o* bills by vendora or the cor<i™oeation
of vouche s 'or payment is not ucoaptable.

4. Ald %o Claimanis

Ald to claimants in comuction with t.¢ gupport or jprosogu-
tion of olaims against the Tmited “tates is prohibited Ly Section 100 op
the Criminal Code, whicl provides as follows,

"ithoover, bein; an orficer of tie Imited Status, or a
person holding any place of trust or profit, or dige
oharging any offfeial function under, or in connection
with, any exooutive department of the Government of
the United Stntes, or under tho Satlate or fJouss of

CONFIDENTIAL
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nopregontatives o tro Unlited jtatos, ahall net va oan
ngont or attormey for urosnouting sany olmim apainst

tho imited enton, or in any maunsvy, or by uany noans,
othorwino thun in dischargu of Nk propar oirfielal
duttes, sinll oid or agulst $n tho prosccution or
support of any sue'. elaim, or recolve any ratulty, or
myy shes of or Intorest in any olaln from any oladnmut
ngainol the nited “tates, with intent tu ald or nnoiot,
or o vonsidueruntlion o bavin . alded or assistod, i the
proseoution of sue  clalu, seall be Clnod not anre Shan
50,000, or dnprigoned not nore than one yenr or hoth”
(18 V... kY,

nocoufortmnoe witt rig niove uentionod stetute an L4
agpliog Lo e govstlemont 20 vendors' snecovnbs, tho pusiey ol uhdo
Arpnai will be Ut wie najor rospongibilite cor tha jerfarnenoe o acty
nocosenry L0 gecure paymam.ts must bo porformed by the vandors ail
aotitienvion of claimnnts in undesirable. FHowsver, when substantial
intarvats o’ tho jpeney will os served by tio clearing of partioular
apen necounty, the “iseal Hgetion may inform vendors thet billinga inve
nov bhuen roceived from thom un. tlat, in Sie absenco or suoh 0illinga,
pymont of their accounts cannct be nade,

e  Vouchars and Wllings - npocial

Tlo Yollowing types of vouchors and dlilings will recuire
anncial eonglderation m.i bandling ns indicated:

n.  Teleplone Vouclers

Vouchers oovaring tulepione oxchan o servicn (oxcopt sarvico
under ¢ia Ppderanl Suppl, fenodule contracts) nust be stipnorted by n cone
tract whicr indicateos tho telephninoe number and lists tl.o exchwunvco char;o.
Artondmants to the contract must be exeoutod in Lo cvent of clunger in
the exchinnge serviae rate. Non-rocurring chargus such as installetious
and inaide novo charjus must be specirieally covered by thn contract or
an amendment thurevo, except such scrvices as are renderod undor tho
Federal fuyply Scheduls contracts.

(1) Long bistance Calls

For oaoh lon;; distance call the voucher must be gup-
ported by a toll eall slip, whish provides asufficient information for
idontification and verification. Vouochers covering lon; distance calls
nust contain the following certification: "The loni distancs crlls
omumerased on thias voucher were necessnry in the interest of tio Govern-
ment." Governmont tolephone facilitios may not be used for unof™Moinl
or porsoral calls,

&
YONEINE RiTreg
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L. ‘tolograph, table, Leased “ire, and Pedio Vouchors

Bl Mugs o Sologragih and enble mossugos pust ne supe
porto:t by (1Y orlidnnlea o mensnges flod to ho sont “churgon ppid",
(2 anrbon copy of woessnges roveivad "chargon collect”, und (3 Anvoice
giowling, anount of oach maasage.  Vonohurs oovering loaasd wire nowssnpen
Will beo supported Ly coutrast and by Lolemoter roadings 5. %ho contragt
L8 based on words wransmittod. Veouchors lor radio mossngon will be
suppartad by ecertl Nontion of o Communientions givision,

(1Y Personal ansngun

Forgonnl messngon nay not ba travenitted by covernmoent
fnedlition or at povornnonit expsmnae,

oganen which portain Yo loave o abpenco or paysont
of salary or oxponse vouclera o onny oantter o a purely porsona’ naturs
muet not be sent at overument oapenge. “esggujes direckly rusorving
Lotel nooomaumedations sre considored unofficinl, iowever, thw nore
aontlon o hotel reservations in aosseges relatilog %o oMeinl Sasiross
botwoon adnindstrative ofilelala and enployeovs nay bo constdurod us
tneldental to Lo olflelul business lavolved andg the costn o’ nuen
twornges nay be conaldured aa conrgoable o sppropriasted funis rather
than as porsonal exgensos (24 C.o. B38).  Clarges for nousngen voserving
adrpline, slooping=oar or atomner scoommodations wre proporly chmrpeable
Lo Lrangsportetion oxpenses aud aay bo allowed on Lue treveler's roln-
durgement voue wr wiun supportod by a natisractor; oxplruation showing
Gt nocessivy theroror (Yar. HY Jovernnont Travel Rog ulntionnd,

t. Peliy Cash Vouchors

In accordance wiz! cdeasral Hepudailons _ dasiynatod
individuuls of thias Agency have besn putlorized <o make potty Lurchnsos
Tor official purpogea. Such subrorizatious will include a atipulation
a3 %o the amount which nay be oxponded for fudividual purcheses, and
the total mmount wi:lel may be expendod vor apecitiec poricds. Vouchor
for ettty prurchusos, standard Form 1129, nuat itemize petty expenditurces
an the reverse side and be supporbad by recoipis whon cnsh pursliasss are
for €1,00 or moro (and losser amounts i receipts are conveniont o
socure) , or other formm of paymon® evidonce. Such vouchoera should be
subni tted montily.

d. Vouclers from Otner Government Agencies

Requests %o othar povernmont agencles Cor sorvices umi/or
matorinla not covered by the mandatory socurces of supply (aeo Adminis-
trative Instruction Y nro ncoorplislhod by letters of sgreemont
aigned by propeily authorized officials of the agoncies cencerned,
Adjustment Voucher, Standard Form 1060, coverin; reimbursemunt or advance
ol funds for such sorvicas nnd/or matorials nust be supported by a copy
of the agreemont.
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de o Advanae Paynoals

u. nubseriptiona

vion turnalshod by the supply cection with nroaper purennae
docuon ts, suthorized curtifying orficers of the FMiucal Section nay
curtlly advance paymonts for onnual subroriptlons %o newspepors, e usines,
poriodicenls, nnd other publicatlons required for orficiel use ks author
1za0d by lpw,  Conmptroller genoreal's nolslon M-37388, datod 2 Yovenber
1943, provides in part ap follows: M"fayneat for aubseriptions o nowne
papors, ma asines, arcd othor periodioals nay be made §no advanceo Sron
current, funds obhworwlae avallavdo Tos sues prposan aliioug: period
eaverad wny bo in oxeogs ol Ono yenr,

-

e rFont Cfice Box tomtnl

The Comptroller (faunralts Decision (A=-57828% rendered to
e Hurosmu of the Mudget rulod thet paynent io advance of post Orfico
hox rental woulu nod Lo congldered in contravention to Section S840 of
thu Poviged gentuten. Basuvd on thin decision, Rulletin e, 1806GY,
supust 13, 1044, wes Ysasued anouding ental Repulations so an L reguim
rdvanco bayeent of suol rentnl.  Stwndard Forn 1084 vouchors will be
propared for and sijned by tre Pogtonstor at tho time Posbt 0fflce hoxes
nro rentedds The voucereor will be supported by s pruper purchage document
and mugtl atow the oat 2'floe box number @ & the amoumt te bo paid by
quartor Tor rental through weo ond o wie current “locnl yenr. Hhould
activitiog roquire the rolenae o any box during she fiseni yonr, the
Pogtnagtor should be fornally notifiod ag to tlo date the box will be
rolonnad.  The local 'ogtrastor will meke o refind Cor quarterly pariodns
during; which nn gervicen wag rondored,

ce Oostaye Stamps

In order Yo secure possage sbtwips, o Sloandarsd Pore Ne
Touctar will be preparod payable to “he ‘Cestmaster, indicatin,; “he nubor
and denonination of Lhe stanps dosired. lpon presentation of thia woucior,
and n properly oxecuted purchase order, tie Postnaster will certi’r the
voucher. The voucher will then he forwarded for payment with n notniion
that tho check ‘B to be dolivered to the viscal Processing 'mit, =iscal
Jnetion. T e chack will thun bo daelivered to tloe ™aifmuater and the
stamps issued. Where thore is more than one Post Offlce in n oity,
stanps will be purchased (rom the nain station rather than frou a sub-
station,

4. Discounts and Panalty Charges on Contracts

a. Discounts
(1) Trade

A trado discount is an allowance made to the (jovern=-
ment for volume purchases wnici has tie effect of decrousing the cost

NTigi
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pricv to the dovemmunt., A bLrade disoount should ne deductod ron the
gross list price o nn artlcle unless thoro la s atipulation dn she bid
or contrnct to Lie offweot tint tho trade digoosut sball be takon artor
doduetiong o the srade=in nliovance have hoen nade,

(2) Mo

£ Linme digoount 1y wn ov'far by s vondor o' 1 specified
detdugtion witeh mey be mwde rom the Hilling 197 pala within o vtipulatoed
portod. Minme discount vouchors will be identifiod as guoh rnid processed
imasdiatoly so tent tne bouefits of the disecount olferod muny be reoalised.
“inloss othor torma are existent, tho daove of delivery or tho date o
sorroot billing is received, wiighover fg the lnter, ghnll Yo unod sy
the hoginning, of the digoouns period,

1 4 ovouctior fu pafc aiter o diseount poriod hne
oxpired, the offered discouni shiould noi be Jeduotcd (unlens the vendor
axtonds the puriod) and o satisfnotory stetement indicating the reason
Lor the delay in paymont nust ba atteehed to the voucter. In Shoe absenco
of gugh statemont a collection will Lo offected from the responsible
individuul,

he Venalty Uherges on (ontracio

whenever 1t is apjaront that payrment will not bo rande witniuy
tho ponelty perlod stipulnted in the contraol for metered serviocen suen
na electriecity, i;as, water, ote., thu gress rates will Le appiioed., Tq
2111 Be noecessary in suel. casss to scconpsny the voueier witn a statoenent
Justifyin: the delay. I tie contrect Jong not eentain a provisien for
oayment of o putiul by, 1V may no% by veld Jrow Governpent Duads (5 Ol
427,

He Tmuuthorizod luronnsos

whon an improper purchase hag been made LY a (overanut ¥ erploYue,
the Governmont cannot properly make payment Jor guci. purchuasc. “lowever,
tho Govermaonrt has a noral oblisntion in sueh iustances to soe that the
vendor is paid. Therefore, the enployee phall bo irforned tint e tas
nade a purchase for which the Qovernmont has no avthority to nnko pay-
nont and an explanation of the cortrolling laws wnd rogulnsions shall be
fumished the employes., voreover, he will be required to porsonally
make imiediate settlement, The eaployve muy roturn the article purchamsod
or keep 1t if he peays Lfor it frowm his personal funiis. It the vendor
ankes inquiry regarding nonpaymont of his account, he shall be inforaed
of the facts and advised that the enmployee has been roquested to setlo
tho mattor porsoanelly.

s ~':f,““.":,‘; %4
L, s i A
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Pl risonl pction s rosponsible ror all ocollection functions
Ineldont to vouohurod uwctivivies of Lthe Agency. (ollections recelved
In mahin;ton are ldentified and sc'widulsd for dopoait by the Accounts
Unlt, ¥ soul seootion,.

Bumployoes ontruscod with publiec funde are held porsonnlly linble
tor the salokeeplng o all amuc: Munds recnived by thon. (Sue fdninia-
trative Instruction R 4 ts wlawiul foe any omploven Lo convart
to his own use, loan wlth or without intorost, deposit in any bank, or
axohangs tor any Nwdg, any public voney mmtrusted Lo hin, oxonpt as
appei Monlly wuthorized by loaw.

l. Doposlt of Collectionn

Jection 3621 of % e tevised Jsatubes provides tiat "ivery
person who ghall have monoys of the Imited States in his hwuis or
zogaoselon, nnd Jdisbursing, officers lavinj moneyn in thoelr posression
not roquired for current oxpenditure, shall psy tho seme $o the Treasurer,
or some publio depoasitory of tno 'mitsd geates, without delay...."

"he *coounts Mit, ““seal Usctlon, schuduiss eollections ror
doposit into tihe Pesapury throug: the Disbursing Officer on Uoiiedule of
Collnctions, Standard vona 1044,

Remittnnces dravn payable o anyons oflor thar bio wousurer
of the Inited tetes nust rirat bo endorsed ".~y to tiw order of the
Troasurar ot tiolnited states” over the signature and title o the purson
authorized to ondorse tho remitimnce.

2e Bills for Collection

. Porme

Amounts duc from debtors, other tiian GCovernnent ajoncios,
are billed on Bill for Collection, Form No. 34-21. Dumand lesters aay
bo used only in special instances where 3ills "or Collection ars not
foaniblo. Amounts due frum ntheor jovornment sgencies are billed on
Voucher for Transfor, “tandard “orm 1080,

b. Billing ’rocess

Thenever an indebtedness to the pgoncy arises, the Pisoal
Section must be notified so that appropeiate billing may bs initiated.
If & demand letter is sent, a copy musd be furnished the Accounts !mit,
7 scal Section. Domand letters must include a statemeut to the effect
that payment slould be mado by check, draft, or money order drawu payable
to the Treasuror of tho Imited States and that remittance should be
formarded to tho Tiacul 3ection, Ftnance Division. Tho office notifying
the "{scal Secticn of an indebtedness or issuing a demand lotter will
bs notified whon collection has buen made by meuns of u copy of the
Schadulo of Collections, 3tandard Form 1044, on whici such remittance
is schoduled for deposit.

o B
19T
Rfeth
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. liunboring
hbdsmhodabudie 2

111 Bt1lly far Colluction, demnnd lotters, and fuits 1080
#2111 Lo nuabered Ly thu accountn ‘nmit, Fiucal Seetlon, in %he ruoal
vyear bill series aud held in the "Opon" (unpaid) Lille file until
collooted. RBLlls for Colleation unu Forms 100 will bn proconped by
the jcoounTs Ipit, Flocnl sotiou, prior to relenpo,

GO0 DYSBURG Y ACTIVIETRS

wia Macel Gachion melnteing o working lisnfcon with blio Livision
af sbursements, Tromsury Seopartment, vor fSmetions relatin; wo tho
Stabursenont aod acoountab ity of Disbursing Cusi.

1. secheduling Vouchors Cor Vaymont

whe Placal Processing tmis, Fisoal jection, will schodule nll
vouehors ior paymen® after Ltioy huve baon auditod and certiied by mn
Autlorized Certifying, Officer. Tn ordor to maintain propes soourity,
the wouchurs, other than zayroll, will be listod om A Pors lios 1,
soucher ana Schedule of “ayments, wid rotained in the Confidentinl iles
of the Fiascal Srocessin, mit. %he Xu ‘ora Yo, 1 then will bo sortilied
ond listed on Sohedule of DMubursements, fitandard Yorm Yo, 1064, and
togethor they will be transnltted to the disbursin,, offficers for paymert.
“uyroll voughers, showing only the enployeo's name and muount due, will
be 1listod on chodulos of Hisburasmonts sud =wranmuitted Yo the Disbursing
nricer “or lssuanco o” salary chucks.

2. Chocks

frousury chocks will bha issusd by the iisburalng Gfflicer on
the basie of properly mpproved ftandard rorm No. 1081 and X6 Fosm Mo, 1
or payroll vouchier and transnittod directly to the payeve(u) us indicoted
on Siw alock mailing slip or X6 “om Yo. 1, unless other specific
arrangements Lave boen made, fenerally, salary oiwcks will be retumed
te the fayroll imit, Fiscal Section, for distribution to tic onployoou.
‘nee sdministrative Instructlion [

n. Nogotiabillty

Checks will bhe honored by the Troasurer of the Imited latas
i? presented before the clomo ol the fiseal yeur next followin;; the
fiseal year in which sucl checks were issued (Sec. 21, 4x stat. 1238).
Chacks outstanding a longor time must be forwarded to the feneral
Accounting Opfice with request that Treasury Warrant be isgued to the
ovinerta order,
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boo Lost, stolen, or oestroyed olocks drawn on the Yreasurer
9 ho indted Tsaloey whould hy oy ortad by U0 owmer of the uheok
throse tho Claenl Juotion %o e dgaudng, Diasbursi, 0'ficers, TroaBurs
wpartaent,  Tre repurt, in Corn uooa lettmer, or wire confimed by
latror, snowld demeribe wio ctock nud 11 pogsible fumish the dntar,
mmabor {(or Otsbursiig OfTleor vouclor numbor), rmount, und wruabal
nunbor off wpe Disbursing Orflcer, snd should alpo request el pu mony.
ba glopped.  The Figeal Section will assist ludividuals o preporin,
auol reports and will furnls. roguoirad fnformation. In onse o logt
chneks, Se roport ghoulo atate 17 %ra chouk was nol reccived, or wan
lust aftor rocud; b, [f a cicch s loabh aft r receips, tie employue
ghoula gunta tae olrcunstancas surrounding the lowp andg dndlonte
whobher or wol S.o oioek Led hoon endorped by Lie payos. Tn te naau
20 a nutllnled or gefaced ciocet (whick is nownago%inble) tinm owior
should forward tho vumok wit: lo comunication Lo the Asbursing
Officer, ‘hare suce n chock fe deteruinoed %o bo cuegtandin:, the
Treunury epartmont will Surnlsh tho elalomne wilh an o appropriante forr
e obraindn;, a subsvituhe oliecl.

I8 the original eciock $2 recovered after rtop pryoont hins
hooit reguested but bafore n substicute chool bag besn recoived, The
ovnayr ghould lnuediately advire She Cronsury Nopartment that the stop
payment roguest may ho disregardod. 0 the orlginal eieol Lo recoversd
after the gubsgtitute heo boon recaived, 4he oripinal cheer mint not be
anghad,  Tnstord, it should be “orvart ¢ innedintely %o “he “Mvipnlon or
Dlaburaoaenty, Tpronsurs Dopartoont, Canhington 25, e 2., Cor cnnoolline
tion,

Co  Porged Dndorsenent

“henover the payas ol s check eloing tind tho endoraenent
whoroon is a forpgoery, the correspondence will he reforrod %o the
Dishursing COflcor fssuing &lo elwek “or forwnrding to the Troasuror
® e hited Stutoes.

2

. e fhacks Ior Cancollation

Clocks not dus tie payee or Blg estmte, or chocks erronc-
susly issued and not propsrly payeble, will Le retursed to the Pisenl
Section fur cancellation.

o, Unclalnmed and Undelivered checks will be returncd to the
issuing nisbursing OI'fTcer who will hold such checks for <hrae fulj
noutng fronm the last Jay of tie month of issue. During tiic poricd if
an lnquiry is received rom a poyee requesting that & cheok be zont
tim, a lotter is addreased te the Disbursing Gfficer authoriging the
rnailing of the check to the payse. If inuiries are not roceived, the
check is forwarded by the Disbursing Officer to the General heoounting
0ffleo. Theroafter tho payee ia required to mmke olain for the cheock
%o tle Figoal Section over his ovnt signnturo and address.
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5. Aocoount (Current

Disbursing nCflearn propare o monthly account Current, reportin
all trunsnctions for thn month. The ,coounts Curren!, wro recoived by
the pccounts Unit, vigcal tgotion, fHr administretive oxamina<sion and
varifioat on. After cartifMonzion, tho fecountn Current are “orwsrdod
to the Goneral Acoounting vfioe together with applionblo Shwiawrd Yorm
1795, fummary Gtatemont o0 Jluburgononts eand Colloctiont by spjoprintion
Limttations. Acoounts Current for Cleld inptallations nre supported Ly
tihn originel pald vouchors, scihodulus, aud other relate:d -locununto,.
The schodulos are forwardod to flonersl Locounting Office Wit Lhe Accowt,
Curront ad who vouohers vre retained in e ConPlideasinl Pllas o e
raenl tnetion.

4, Disoursing Funds

Whe fooounts Unit, Plsond Goctlon, s responcllLilc Cor pecurirg
and waintaiuing sulficlent disbursing Munds in tio Corbral Nigburdng
ulfice Cash mcecounts and Mold digburain nceomts,

n.  Requlsition for Nisbursing Punds and gqocountablo urrants,
Tromgury Form Ho. 427-a, willl Do prepared by the AcoounTs 'ni%, iscnl
seetion, for transferring Nnds fron Troasury (as). accounts o Conbral
pisbursiug Orffice Cush necounts to neet tho current neods of (76, Thia
form will roquira the upproval o’ the Chief, Mnance Dirision,

be Requoal Yor Trausfer of funds, Troasury Forn Yo, 18069, wsl)d
bo proparud by the AceounTa MIE, aenl fvetion, for translorring Anuds
to or fron fleld disbursing sccounts. Amds transferrod to Meld dine-
buraing accounts will be Lnsod on allotmopts suthorized wnd ofhae "nesory
gurrounding the disbursing sotivitiee of the wpplicsble field inugtullsu-
tions. Hxcees Nuniis on deposit in field disbursing sccounis will bo
withdrawm, when warranted. “hon activities o u fMeld inatallabion nse
discontinued, tho disbursing oash establisied f'er such surpones ies
withdrom,

Wrnere disbursing account gymbols have not boen nguljued,
disburging activities will be conducted in acoordencs with tiw foreiyn
draf¥ accounting procedure,

Hl AmI7S AND REPORTS

1. Site Audits by General Accounting 0ffice

In order to maintain proper msecurity, special arran,ements nre
in effect whereby all original vouchers, except psyrolls, arv rotained
in the Confidential Files of the Fiscul Section. sito audit of the
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vouchora s conducted by desl nataed reprossntntives of +lo donnml
Aceounting f'flce who (mve boan npproved by TG from n noourity view-
polnt. T .o audit is ncconplislod on tho proemisen of ¢7¢ with apnoe

amd faollttions provided by the lacul Hootion., cite audit o4 pavrolls

is alno unde on the pronines by Genorsl Accounting oIfice ropregentativon
in wecordance with Qeneral ingulations I oviscd.

?« “xeeptions

n. f(ieneral Accounting; 'rfice kxceptions tekap %o paid wocounts
ol this syency are reported on SEandard 7orm fo., 110, avised, "liotice
0i' Nxeephion'.  pltiou) the oxceptions are taken on Lhe Cortl Mving
0ffleer, tho iMlsoul Jection in adminfatratively rosponcible Sor Lendling
and replying to auvei excoptions in avcordanco witi coneral Jepdations
Moe 99, Yevinod.

bo  sdministrative xoeptions tuken Ly axditors of the eeal
Heotion will usunlly ho reportod on "hdminsstrative pudit )i “furenco
Statement,” jorative 34-%. Thm rensons Cor the excaptiong will be statod
us briefly as possible and, w.are appropriata, reforences will bu nade
to CYI6 administrutive Hructives, controliing 3tatuten, Conp4rollor
Honernlts Decislalons, or o«her ropgulations epplicablo to She oxcoplion,
w0 coplog of the Form No. $4-5 will be urniched the payae with she
chook mettling the asoown®, and w copy aitached 4o <he wuplicnble vonchor
in asupport of tha adjustients made tharoon.

3. Clalmn
. Progosning

Claims invelving ua doubiful quostion o” fact or law will
ba procesged by ths Wisonl Zmction and rorwarded to tho Seneral ccounte
ing 0ffice for direct settlemont /Gonornl liegulations . ¢lutus wisch,
12 submitted to the Genoral sccounting 0ffice in the normal numisr,
would violate scourity ropulations, will bu f'ven specinl considerntion
and handlinge 4 olaim may be in the for of &« voucher, nouorandum, o
lottor, and:should he mado ovor 4he potusl signature of the oluinant.
Letters transmitiing clesims to the General Accounting Office will he
prepared for the signature of the Chief or Acting Chief, Mnmnco
Divigion, and will include appropriste reiorences to applicable approe
pristiong, provious vouchers, administrotive recommendntions, etice
Transrittal letters will be supported by the original or certified
true copy of all materianl dooumonts.

b. Types

Clains as disoussed in this section refor to tho following
general types:

(1) ¢laims involving mndelivered, lost, or caucelsd.
ohacks, or checks drawn to deceamsod porsons or to wrong persons, or

JNFIDENTIAL
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dramy 10 wrong amnunta, wiloh have heen ruturned to the fonoral Accounte
Luy, 0ft8on,

(2)  Cladinn based on duplicate laveicos or vouclers,

(3} Clatun for maount in axaesy of contreol price or
ntiiUlonnl paymont involving paid accounts.

(&Y clalnes Jor wiounts dus decensod or legully inconpetont
euplovuns and indlvidunl contruotors or other public craditors vho nre
deeannad or le,ally fncoupetunt,

() Claius of bankrunt oreditors.

(6)  Clalme involving; voucnors wileh the Oenoral Aceount Sin
GTMoo has roquented for set~0 S purronen.

(Y ¢lelms Jor wiounts doposited into the “iscellanocus
Nocolpts accounts ound puyable from "Refund of “lonoys Lrroncously Recoived
and Covarsd.”

(6Y  Glaime invoiving lapsed syupropristions.

2.  Stmtutory Limltatlon on Clainma

Tublic Law Ho. 820, 76th Congrags (U1 'L,5.¢. Y1ed providoes
thut every slain or demand (except u olain or Jdemand Ly any !itate,
"orritory, possossgion, or thn Migtriot or Lolu,nhivu apninet the Unftod
States cogninable by theloneral sccoounting: orfice undor “ection 300 of
the Budget and feecounting, ot (81 1,3.C. 71 and 238), shall be oruver
barred unlegs sucii olainm, boaring the signature and addross of the
aleimant or of an autioriged agent or attorney, shall Lu roceivoed in
thnt office within ten ull years after tie date suol olain 2irst
accruod.  Tila Act also providea that when o olair of any person sorving
in the nilitary or naval forcos of the initod ~tates acorues in tine of
war, or when war intervenes within rfive years after its sccrual, such
clain iy be presonted within five years after peoace is ostublisiod,

de  Roview of Claimr hettlesmsnta

A request for the (eneral Accounting Office %o review n
clain vottlement ordinarily wunt bo made within one year of She dnte
of the sattlement (17 C.G. 516), and should be filed by the cluimant,
or one who has power of attornoy to act for him. This Apgoncy nay not
roquest the roview of a settlemant or decision on bahal? of a olaimsnt
whose olaim has been denied unless the natter is one of orfficial
interest in the adninistration of this Agency (17 C.q. 1021),

piTAte

CONF
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4, doporty
Lol
Laavag enbad bolow nra oartain poriodic raports widen will Lo
prosarad by tin Flaonl Soobiun.  DUhor Clhuaneinl op adrd it ptrative
roporta wiil bo prepurud we ragulrod,

ne  tatemont o Sonoreal nooawunt Balancons, | tundard Fornllle,
Will bo propured man LIV Oy 5 e Aot i3I neeordanen wi e

Genoral wilationg _ e raport ropresonus n clos by, trind
brlanee of tho finoent Ledpss nnd fucludes bnlenean reportod andoy

appropriations and fundn np woll an celdronent, Gkz, bone, speoial
deposlt, nnd miscolluncoun vened; © naeomits., The roapnet will ho gobe

altled to tue Teunrel reconating rllen Wit on ocomr o sl L

oroprlacod tundg Irananaret seeount,

be  itntarmnt o Salancesn Shewing dhatug of Anprroprintiog,
shandard Ton TIT7, XV TE v mrod nontnly by TG noaownss TnLE S
noeordancs Wi th donerel wgdesions [ o corore shown o
statusg of the unoxpendod approsriationg and Tunds of e Aganer.  Tho
roport will be agubeithed to e Ganosal ccotnting GOTiew an o eapy
Nirnished the wdget Ceotion,

.  Shtabeasnt ol qLportiowmonsy ane pLlotwsont DtH by

Aoproprintious, Thpvdmred o IO, Do vreparm ] & vy Lhg
N} > > v
Aecoun®y 1Y Tin nceerdnnee wLth cano el taguietlons The

roport depicts tho npuropristion gtefua of apcortionnents njproved by
whe Hureau of Shg Mad At end nllotwnte sut o orized ny theo Mol Seetton,
Trhe roport will be submlittod Lo Lo Cannen) fecounting efloo snd aocopy

Miratahod the Budset tostion.

de Roport en dtatus o appropriation, o %, will ue Drenared
wontily by the iccounts IMIt In cov fornmmec with regqul rononte of Gho
Jronsury Lepartment.  The eyport provides current dets or the guatus o
i aipropriations and funds or e Agonsy.  The originul and I coplos
will bo mubuittod to Lhe Tressur: eportront wide' wil) in Luee o ruprd
the ori inal wnd one copy to Lhu Burean of bhe Nudget. A eopy will nlno
o furnished e Ghief, Ynace tHviglon, and tie (ilaf, Badizus Seetion,

2. ihalysie of Appropriasion ttatus, Porm U, will Lo prepared
nonthly by 6 2 counts Vit to confors to The roqui recionts of tho
dureau of the Judget. The ropurt provides curront datn with rospoot
Lo exponditures and obligations by functions and object classus. 4
capy will be Numighea the xooutive for Pra, the chie®, “lnance bHivision,

and tho Chief, Budget Nectlon.

f. Roport uf (blijations wund ixpenditures by 0bject (lusses,
“orm 34-12, will be prepared ronthdy by the Zocounts 1MLE, in conforinance
with udministrative requiromensa, for ench acoount to which funds have
boon allottod by the Budget dootion. The roport shows a breakdown of
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Ll obliontions aud exponditures by objuol clusses and tho wnobli mted
tulanes of the allobment. e ardinal and o copy will be nubnisted
50 Lho npvlleabls 2llottoe, and u copy furnished She Mplrot doeetlon.

e Gumary Sentonent of LS ghurgenonts and Collac'ionns by
Aiproprintion Lindtations, eanlurd Forn (00, WITT Do o) arad Tiontly
by the acoounta it In conomangs with deusral . ceomvis, oMo ro-
quireaonin wd aubm!tted Lo tihio Geroral pceounting Cefian with %
nipleablo pocount Turrent., o report provides Llat&nSfon bronkdowm
of oxpondltures and collootioa procesnsd by Lo diagbara’n, o cicor
during tio aont,

e fomunl Swaanrs of ol ronont und Yransectlonn, vom Geiep,
Y11 by propared by Bhoe Tayroll Tl O a5 and eit onor eolondunr soar
ng roqul cod By the CUvil tervico Comsdaplon and pubntittod to tne Civid
sorviece commlssion, 7o report swnaslzos rutiresont transnobions off
bhe amency ns o whole,

i. juarterly Retur. of Tax vithhold, “oryi-l, wlll bo proe
parad by tha Payroll Thit and sub3Ttad To Lie Hurecu o Tntornal
tevonuo ny required by Circular  7=ltevipsd 1645, ™o meport loeludes
all Sexes witnield Cron wages nf onplayoor durfuy the mrsievlaers qunrter,

Jeo ¥Htalodding Statenunt, o e, will bu propered by Lhe
Payroll it abt The end o7 n ealondar yoar for ono» onplayran, or Yor
o individuel euployoe whion separated fron tue Apeney during o yonr,
et roport fuoludes jross oarninge and tax withheld.  Lupliceke roports
will bo furnishad ewci: muployen wud w oopy (1=~2e) forwarded Lo tho
Nuraau of Ynteral Nevonuo.

k. Annunl iteport of “ftnholding, Yorr. =5, will b proparud
by the PayrolT imit at thie end of oaah oaletinr yoar and subndtted o
the Myreau o Intvrnal Kovenue wiz coplos of orm veZa., Tho repord
includes totnl tax withheld during; the year, snd is reconcilod 4o the
Y=l and -2 forma,

1. Report of inmve Nalauces will bo proparod by tho “a rall
imit ahowing employema® unusod winual and sick leave bnlances wu o Ll
end of the last puy poriod in tla calendar year. 1 soparato roport will
be prepared for each empioyee and forwardod to the applicable ndninis-
trative official who will retain one copy for hinm fles and rulosse the
otheroopy tv tho enployeo.

6. Reconcilintions

The officinl appropriation and fAwmd accounting ledgers and
rogords maintained by tho Accounts Unit, Fiscal Section, will be
reconcilod monthly. In effecting thesc reconoiliamtions the various
accounting and disbursing records maintained by thoe Fisoal Section will
be cempared with anoh other, und also with the q; plicable records of

the Lisbursing 0fficer, Treasury Lopartment, and the General Acemmting
Nffice,
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Tindlviduanl amployes vocovmia fov rotlreuont, Lax, and hornd
dadugtionn, mintained Ly Vi azroll tmiv, Cinasl Soetlon, o9ill bo
roconot lad memthly, % tnnure Lo the awount wlohhold Pron the oalwry
of uneiv oaplogue La corract and wroporly deponitod %o Lta credit,

o Goadit ol Tt Acemnmte
e L
Audit o0 atwip scoounts will bhe gonduotod as of Tnreh 31,
Juna 30, “Ceptaabae 59, wad ecouboer S0 by Lhe tloesl Taspector undor
W Hdroction of e O0ed, Finanee Cdviaton,

AT atraps Tor orfdoelisl usme of the aponoy will be obteinod by
e mlgonl eogomsatny; i, tnenl Geesion, and 4ssuca Lo lnddviaial
S°Clean.  Iscns ofvlaee navin, ougtody o Liaaps er o offiolind uso will
Do rogqus it Lo madintain A curreni dioponition rocord, Gt %he ond of
ogeh quartnrly perlod e digposition rocosd and a4 gunbenont o physicend
nvartors o ghamps on ania 9 lY oo guboiited S0 o <fgonl procossing
uit. ey all roporta o che Coconey hwve hear raceivod, thoy will e
Torunrdod te Lhe Clgenl Tngpec Lo Cor oaeddt and propareiion of o rocons
cilintion statoment Tor ench nocount,

(LTI

gand Iaspector Wil opubmlt o oon Lo e, Chnanco Divialon,
Goranort o the nodit supperted bu Lhe roconceilistion atelonontn,

| Rl

l. Scope

25X1A

The ingorvetiong conindnaed Tp 4l nabesectiop parteto L anope
sy o Mold offlcoy locetod ahround wid spoelfleally to suan olfcog
ry have activitios vhich are Clurecod Proa vouchered Quwin,  Fleldd
afficos locusod #iv'dn tho mised jentog will ~onorally bu jevromod by
ha meme rogilations ag the wentncton ofMMee.  Lotalled rfioend
tnntruetions for foroign MHold of{icos havo nol boen issuud Lo date,
tare aprlionble, tue bagic Instructions, roguldations, and sdniniasra-~
sive pollelas portaining, o departueninl flaerl sotivities wiil be
sowpted by forelgn feld 0N eos with activitios financad Urovr vouchorod
fundn.

votturs and menorandn portinent to fiscal activities will be
aent to feld offfces, as roguirod, %o supplenant these inptructions
an+d ghall be binding; on the receivin offices.

2. Expendlturos

Bxpenditures nz rolatod to vouchored fisonl activitioes Tor
Tisld offices located abroad will be ncconplisied under two pouural
rwthoris, namely, roimbursemont and disburgenent. xpenditures lor fiold
offices within the Tnited States will be processed Ly tho ‘mshin;ton
olfice.

b WENT,
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a. Reimbursemunt - i is wethud conforma ww the procoedures out-
lined in War Dapartment Lotter AGO-400, bLut is not necosanrily restricted
to the 'mr Department. nder thiv mothod, materiaic and servioas will
bo obtained from another govermmont agonoy operating in tho looallity of
the fMold office. A summary o thn charges and receipted invoioces for
matorials and sorvices furninhad will bo tramanitéoa to the other
sgonoy's Washington office for LIillla,; this Agenoy. Suoh billa will be
roonived on Jtandard Foru 1080 by tho Finance Division (Washington) and
processod for payment. ‘hin nethod uny be uxed only whan proviously
s thorirad by theo Washington ni*c'ice,

b. Disburgemimt - lnde:r this nothod, disbureing funds end
fuoilitios will be nnde uvaileble to a fielu offee. The sctual dis-
bursomonts will be nnde by field N{abursing Offionrs of tho Treasury
Departoent, or State Dopartaent ofticinis ropresunting the Chief
Digburaing Officer of tho Troasury Dapartment. Vouchers for fleld
off'lces will be snortiffed by nn Authorized Cortifying Officor of *hls
Agoncy and gubnittod to the field Disburaing OCfleor for paymont.
Fiold Disbursing Oeflcors will prupare n monthly Accoumin Current,
which will be trangmittod to the Pinancve Divisior (Washington) for
adninistrative roview and corti Licnblon.

A Fleld office operniing undor thius method will be primarily
regponaible for tho amount of disbursing cash nn deposit with ita field
Muabursing 0fficer. At the bogimning of each fiscal year, or whon now
disburaing stations nre ocatabligihued, the washington Finance Diviaion will
initinte amoction to optablish current funds, based on awmilable allotments
nnd information obtained in cooporation with the vouchered Jnds repronen-
tative in fleld offfces. Thorvaflter, increases and decreasss in disburs-
ing cash will be made on requesti of the rield office. Approxinatoly
thirty days prior to the beyinning of onch quarter the Meld office will
review and anelyze available allotmonts and disturaing cash balances for
tho purpose of tranaemitting estinnted cash requiremonts for the nuocood-
ing quarter to the Weahington Finance Diviaion. This information and
data should be furuished in dupliocste und should reasch “mshiugton not
lator than ten days prior to tha beginning of the threo months poriod
concerned.,

3. Aocgcounting and Reporting

Tach field office in the United Htates and abroad will rocord
obligationas o us to prevent expenditures in exosss of funda authorigzed
for use by that office. 3Such control will be accomplishoed by use of
Form 34=-15, "Mouthly Obligation Record”, whioh has been presaribed for
uge by all field offices and outposts located mbroad. ll obligations
of the office will be recorded on this form, rogardless of the faot that
payments may subsequently be made under either the "reimburgoment” or
"disburgsenmant" method.

§ :.J"B /i';, !'Aff
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Bach flold offlce in tho Uplted 3tutes and abroad will sutmit
u monthly report of sotual und estimntod obligations and expenditures to
the Washington Pinance Division om Form 34-14, “Report of Agtual and
ligtimated Nbligations". Data for proparation of this roport will bta
teken from the Form 34-15.

Field offices oporating undor the "disbursement™ method will
nlso bo required to sulmit a quarterly roport on nllotments and dishurs~
ing oagh balances,

4. Pnyrolling

Oonerally, the requirements and yolicien outlined in Adminia-
trative Instruction ,» of this manual apply to all fiold offices.

Payrclls for fiold offices located within the United Statos
will be prepared by the Washington (rfico.

Payrolls prepared by of'fices oporating under the "reimburse~
nent” system will show only the net amowunt to be paid. Deductions for
rotirement and taxes, whon roquired, will be affected by the Vanshington
Finance Division,

Payrolls submitted to Disbursing Officors for payment undor
tho "disbursement” system will be propared, insofar as deduotions for
retirenent and taxes ars concerned, in acoordence with speacinl instruo-
tions from the Washington Pinance Division.
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- svocer Ao srecomms

Bl vl

1. Purposo

Tho purpono of thia fnstruetion 1w to wseips the rosponsibllity
and agtablish the proceduro for budpetury adindstration in c16, in-
oluding; tho proparstion and Lssunace of interanl adainfesrative directives
and tho g4nrsinrdizetion snd control of {ornn,

2. Definitions

s e ey et e 2 bt

t.  lNudgetary adoinlezration conaists of tho processos by whioch
work progrome are Translated Into {Inancial terms, analyred, evaluatod
rnd reflocted in Lhe fom of budget eatinates; the usconunry s are
Justified und obteinud from tho ;ranting authority auu funds andd positions
ullotted to propor units; the nccountability und control of funds ure
naintalnod to aasure tho execution of authorizod prograng in an of'fective
nnd noonomical manner and the rosults analyzed, moasured, ovaluated and
reported upon tu the proper muthorities.

be Appropriation io an wuthorization by an act 0 Conpress to
nnke paymonts Out ol the Treasury ror gpecified purpoeses vithin a pra-
seribod snount.,

¢. Apportionment is tho determination Ly the Director o the
Rurenu of the Budjzof as to tho mmount of obligntiona whiel ney bo incurred
under an appropriation during a speeified period,

de  Allotmont is an wuthorization by the head or otlwor nuthorized
official of the agency to incur obligations within a spocilied unount
pursuant to an appropriation or other statutory provision.

¢, Pigeal year for the I, $. fdovermment is tue pericd beiming
1 July and ending 30 Juma o the following; calendar yenr.

f. 0Object claasilication is a classification acoording to typos
of sorvices, artlcles, or othor {tems involved; e.f., porsonnl snaervious,
supplies and materisls, otc.

e Purpose classification is n clasiification uccordlng to

" funotion, actIVITy, project, or othor projran sub-—divisiong.

. he (Obligations incurrcd congist of ordors placed, contracts
awarded, services received, and all other tranmaotions during a given
psriod which legally regerve the appropriation for expenditures, iu-
oluding expenditures not procoded by obligations.
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CIT PANUAL O AT THTSTRATTES TUYTRUCTTION

1. inliguidnted obls ations consist ol obli ntlons incurrod

T

for whioh exporndltiras nro yot w0 bo unde.

Jo ™mobligatsd balunso tn an emount of an approprintion,
apportéonment’ or nllotmon® whleh las not been obli, atod.

1*. vorking funds are ndvanos paymonts recoived undor Hootion
601 of tho pemiony 1ot ror which separnfe accountna aro nafntained on
the books of the Tropoury Depnrtaent.

1. Chadzot 0fffcor ns used in this inatruction rorore to fha
eriefl, winanes iviaton.

3. Responsibilitlon

n.  The Director o tontral Tuteilipvuce u recponsiblo for
ontablishing the polfoy and makin: a final docision ng to tio content
and amount of hvijot ostinutaes,

b. The Budget Officer ras direch responsibility for the
dovoiopneony and sdministratlon ol tio it budget, incluuing lindgon
wit;: %ho Sureau of the Budget for tho himector af central Tutolli;encoe.

©¢. The RBudyet Seotion is rosponsible Tor the nininistration
of the 5T( budgetary progran with respoet to e preparntion nnd sub-
wilesion of budget astimatus and tho ostablishmont and control of the
ullotment(s) of funds in complimnce with Fodorel lawg und ropuletiona,

. de The hend of ouch 7i'Tico or 3tafl Sectinn recoiving nlios-
nonts has primery Swopongilbllity Tor budgotary adaministration in uin
nror, iaeiuding tiv, initiation, proparation, Justifrficatiom, and gub-
migaten n? eatisecos to tlo Budyet Nificor, and promop®t subminsion of
roquirsd ropo-te, Mo action amy be initinted by any onployeo whioh
would rogulé in the incurronco of apgency oblizetions exocoept on authority
from guch responsible officer.

a. The lead of each Office or stafl feotion wmy dosijnato an
onployen wio, in addition tu his other dutles, will aasuae tho respongi-
bility for budgstary administration within such offics, awnid whe will
anrve as liaigon offioinl betweon the Nudget Section and the Office
voncorned,

25X1A
- DEVELORGHT OF 016 BULGET

1. ©call for nTstimates

#. A8 of 1 July of each year the DPirector of the Burouu of
the Budget issues instructions setting forth in detmil tho methods to
be employod by the Budget 0rfficers of the various agencies und depart-
ments in preparing their estimates for the emsuin,; fiscal year. Thoeso

CONFIbCN AL
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estinmted rro royulired Ly the Jurenu of She luaget on or befors Lo O HES
lochar,  Thing noraully necessdtatos proparation or the npgney o buapotary
satbunter approxlontely ono yons 1u wdvanoe.

be an dirsctou by She Ludgel Opfleer %o budpot Sootion Lepuos
the ngoney "Crll for Batlumton” o the various crpandsesionsl units of
CI6G and prescribos tho form and order of prosentation, nol. OCfico nnd
Stafl Seoslon baving Meld offices in the lntited Seatos or wbrond is
roquired to propare gepurate ossinates on bohalf of the tMeld ackiviting
for oneh location. Sirdarly, sopurate uatimntes must bo subrdvtod “op
snct distinet ourrent and proposed mejor projoote  mtailed instructions
that will Lo siven in -hu nnnual "Call for rotimntes" include specitric
diroutionu to be followed in propar'ng “unds roquirements. “ho penoral
ordor of pregontation snd the matorial to bo furnishod is ue Collows:

(1)  2tavenent o puthorizetion fron which the Aumetloug
and aetivition or Sho 0fflew ur “taf Section aroe derived (Genoral
trderg, ote.).

(2)  orpanizetion Ctart with brief explanntion o tho
relatlonships among; She conponon’ rarts of tie GfYce nr “tal'l Soction,

(3 gtatemunt of Tunotion of the rfige or et notion
nnd Jor onch of 1ts compenent unitg,

(4 ork slow dart showing the Slow 0 worh through thoe
varlous divielons or units of the ¢efige ar Seall techion.

(LY  otniled Justification of Jctinntes by bjoct Clagai-
fication ap definocd below:

Ol-Personal Survicos - salurins and wagos,
compengation for sorvices rondered on n por
dien or fee basis, cast allowances “or living;
g quarters.

Q2~Travel - transportation of porsons, *hoir
aubsistonoco when in an authorizod travoel
statua, cthor exponsos incident %o travel
whieh am paid by TG either diroctly or by
roimburaing the traveler.

US=Trunsportation of Things - charges for
Tranasportatlon and care ol things en route

by land, &ek or air which are paid directiy
by CI¢ and not by the vendor,
Od4~Comuninntion ~ transmission of nussajes
fron place to place, including tolls for land
telegraph service, marine cable services,
radio and wireless telegraph service, telo-
phune servico, postage, messenger service,
switcohboard und service charges and telephone
installation costs.

05-Rents and Utilities - ohargos for rents,
heat, 1ight, powor, water, gas, electricity,
and other utility services exclusive of
transportation and comrwunication.

Approved For Release 2001/09/06 : CIA-RDP81-00728R000100010001-2



Approved For Release 2001/0 [Q Qjﬁﬁ fT@jR000100010001-2

Ol Bha,, and Thuding, - contraciual
sorvicon TOF AR EIRE ang bivding bookas,
panplo! .u. docuwannts, wind other pl-blieua
sdong, fuckioiing rinted Porms and
lutbm'u-mdu.

O7=ONhor dunnraobunl Sorvioog - 6il
conLrueiiuns sorviang not ot aswlne
elaauitiod suc ue repadra mid wdlorntions
WOOT Aong o contract, gtosagn sud wlinte
natioo o vabicloen, subscristions te
poriollonls, :urchasn or g p“(,.‘. e dnJomi-
on on oo conteraesanl basls, dbo.
Q=gugpklias ot “ateriala -~ comnoditton
conguzod or axponded Within o conpuranively
ghort poriod o0 Siuw gue) as o’rleo supplias,
shationary, ropaty pestn, ovc,

OD=-iul puont - proninuyy, inplemonts, <ooln,
TumiTra, ohiolas, ote., whicl. are adnptod
to ountinuin: use and cuy be oxpoectud Lo BRrve
an axtwilod pertod of sorvico.

Le  Acklon on Batinntes

4. The sstinatos suboloted by ludividual oy organizntional
univg So the Hugpol Seation are carofully wnnlyced enu coordinnted wis,
othur (14 unit esiinates upon predeterninsd sivney polioy baals and ure
congeliduted intc the overell €77 budgyet documen®t in accordanco wién
the rfom and instructions lasuod Ly 4o Mursw. of the udyet. 7o (77
Fudpat OXTioer roviuws o (.urz‘:latml docupont, npkes jroliminary
muo._mnmlnbionu on guneral budgoed seliey, and gubulis tho docununt to
tiw pirector ol Cuntral Intolliijence tnrough the Mxecuiive ror Perscnuol
end sdidinistration.

Lo Wit tho ppproval ol he sirector of Contral Iuselligenca,
Who makos final dooision ou cuuntent and wnount of ogtimatos, the (70
pulpel document is roviowsd ‘:;,r tio T Budgot Roview Connfittoe. itor
npproval by the conaiztoe Lt ix Corwarded thirough appropriate chaurels
%o the Purenu of tho duidget.

CGe THho Durvau of the Budgpt conducts learings at which ihe
Jirector of cuntral Intelligence and hio assistants Jdefend £ho estina<os
by piving furthor explanation and Justificuntion. I the hureeu suon
any sadjustuonts, thoy will bo nade with the inowlodge o7 *he (r¢ Mudiet
Offlcer who remsina in constant llaigon with the Jureau during the
eniire budgetary proceas.

d.  Tho Burvau of the Budget recommondations are foxwarded to
the -rogldent who muy mako additional adjustwents before inoluding it
in the .ationnl budget whicl: ho prosonts to Congress. The approprintions
Conzittees of Lhu ilouso of Rupresensativos und tho gnate held toarings
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at whdoh time the agonoy fa roquired to further justiry and dofond the
ngonoy's budped as reocomendoed by tho reaident. Jurther nodi™Mosntions
rany bo made by the Appropristion Commsdttees, mnd whon an w, roonont i
rapenod ag to tho anount e be nppropristed t'e Cong ress pussss an
Approprisntion Bill which boooes bhe ppproprintion ot whon s{mod by
tho - resfident.

Bl G ontaenaTr o o gl wImenT

1. Restrictiona on Use of dunds

Tha Congrosgional appropriations nmde nvailuble to the Conural
Intollijunce troup are for fixod amounts sand contadn Vmizollonsg ne to
tho purpouo for which fundas mmy Lo apont. Goueral logisluation or othor
ngendy Approprintion acls wany nlso liuclt Lhe purposo for which funds
mey bo spent by this agoneyr. “he Buroau or Lo Hudjet establishoo
limd tations througi Lo sodiun of quv\rto rl. apportionnentn gpeoiying
wher the fMunds mny be spent. The conbtrol procedurs presceribod by this
Ingtruction 1a to aspure tinmy Liose wiel othor Haltstions nre not
+iolated,

2. Apportionmont of Pumis

Section b of Oxeoutive Ordor Jio, U612 provides thet onod egonoy
ust subnit oatismntos to tho Buroun of' tho Hudpen showing hew ruch of
the tobtnl woney appropriantod in expeoted Ln ve obligated durin, each
quarter of sho fiacul year. hon approved by the Dirvctor of the Burusu
of thoe Budjet the quartorly apportiomments are binding and reprogent the
:uxximun wriount of' obliputions whioh may be incurrod during ovaeh quartor.
Ti.0 Buraru requires periodlo roports of allotuwents and oxpondi turon as
ovidonce that funds are beins exponded in accordanca witih the approvoed
upportionmente.

3. Allotmaent and control of junds

u. The Dudget 1ifficer, afYor congultation with :saig=ont
Dirvotors and Cliefs of 3taff Sections, deterainos the yuartorly riscal
requiremente of each Qffice or Starf gsetion for proper sxoouiion of
functions ns asaigned by the hDirector of (untral Intelligonco. NHagsoed
on those daeterminations the Rudget Officer or his authorized ropre-
sentative will allot funds (by objoot classifioation for inforation
purposes) to each organizational unit on Form 32-5, "Advice o Allotment
Authorization.” fTheso allotmonts are binding as to the total anount of
funds available during the appropriste quarter but discretion nay be
exercised by heads of 0ffices or staff sections with rospect to obli~-
sation by objects, subjsot however, to limitations which may bo sot
forth on the allotmen% dooumont.
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b. OfrCice mn Stafr Section heads will bo informed poricdli-
eally by "advice of allotmont authorization® of the e ount or Auncds
nllotted. Allotmonta of funds o Tield offleas In the United staton
and abrond are unde to tha Washington 0ff{cs or 3trff nectlon on fon
Hoe %2=0 Cor trunsmittal %o suoh: Llewtallatiens. Mged in connction
with tho nonthly obli eation reports (Yor. J34=12Y, provided by the isonl
teotion of the “nance Division, such Advicon can Lo conparoed with the
statanont of claasiiicatiod oblintiona us of tho clowe of anoh uonty,
for the purpose of obtaining information ng to the unablijnted bulween
applicableo to wnoh objeot of expenditure. Junds savinge wnd additional
noeds onn thus ba dutornined, and avallnble fmda MNully and onffoctively
atilized,

c. Tt & incumbent upon ecwch T4 oriieiul revelving, nllotnenta
af' funds to rafrain Croooany aet widel would result din the dnourronce of
deficiencies. Thu agoney is bound by tho provisfons of Lho nti-pofi-
clunoy ncd of sewbruary 27, 1206 (41 1§50 663) whioch males 16« crisdinal
of'fense to incur a loficioncy.

D

e tequeat for additlonal unds

0, vlenewar an OHffice or Jear’ tection hwaa doterninan thet,
tho currens allotient o Amds iy insurfficient or basic oporntions, Lo
will prapare a "Roquest for Chanpe in Allotment,” Forma 32-V, inoluding
npproprinte detalled justificetion for any requestoed incronne ir Lis
nuarterly allotment, nnd rorwarsd Lt %o the Budpet Opeficer. T8 tho
roquest iz approved, the Budiet toctiou will propare and iLssus n re-
visod rorm 32«6, "advice of Allotment puthorization,” sottin lorth
ho adiustod waount off funds avndliable ror oblisation.

b, Funds rfor projecis roquiring, sction by the rojects ‘toviow
cormittoo will bo requested in conjunction witih tho prosontuilon ar the

wrojact to tho Comadltiee on Tarm » i'roject “ropossl. TP, alter
consulbntion with appropriste offTclals, the decision of tho (ornitiso
is fuvornblo, tho approved Fornm will be trangmitted to {0 Pudgot

arficer wio will notify the Bud/ et feclion to propare and fawwn an
"adrice 00 pllotment susthorization” covering the necessary allotzwont
ott Munda,

H, nllotment and Control of ositions

a. The Burea: of the Budget is eupowered “o ostablish porsonnel
ceilings for all executive departnents and is required to report viola-
tions of such ceilings to the Congress of the United Stntes.

b. FPor CIG orgunizational units personnel ceilings are
dotomined by the advisor for Vanagonent, in coordination with the

Budget Nfficer. Based upon this action the Rudget 0fficer reoquests
all ngency personnel celling from the Bureau of the Budget.

JUNFIDENTIAL
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0s Hocord Controis lave buon osteblianed witnin the 10 Nudget
Jwctlon Lo pravent emplogmant off pursonnol in exooss o the establishiod
colling and woneblary liuitations und to provide aspeoinl budgotary inior-
notions  Uroso rocords ers nmulataiued ns rollowns:

(1Y Cmeit vorgonnel poticon Ttaquest, Fom $7-3, originating
inowy orgarndontional unit of <Y, dp sent to the . eraomiol vision,
wialeh formards the actlon $o Sto Posftion Control Mmit of tho 1tud,eh
Seotion.

(2) ™o ciior, tadiget goction will take appropriato acsiou
on the Reoguest dopendiug; upim the sufficlency of MNunde, whothor or not
n ecolling violation in invelved, or nny othor pertinent actors, The
dequest 1o thon reoturned to Lhe ! grsonnel Niviaion for furthor procasning.

(3) ™o Yersonnel vivision M !shes two coplog of gtandard
Parm Moo B9 "Notdrleation of Verscnuel petion” to the Budget Scetion Jor
procogsing and reloage to the ayrell tnit, “iscal soction.

do  Tro Budget Seotion propures, ac of #he close o buniness
ol anoh oporational day, the o “icinl CYG strongth report. Mudget ~getion
racords used for thisg purposc sre roconcilod with those 9 tao Forsonnel
Division a% €0 close of business oanch mouth.

fi.  Assignmont of Allotment Account Symbols

The Budgot Section will assign an allotment uccount synbol
nunber to omch ¥4 organizational unit, activity or project. The
nceount symbol must appear on all administrative sctions Snvolving obli-
pation of funds, o.g., porsonnel actions, requosts for supplios mnd
ratsrinly, equipnent, ets,

Te Approvel of Qvertime and ‘loliday Duts

n. Pasic \orkweok
Tiuere is i:ereby ostablighed Zor tha (entral Tntell:ouce
Group n “basic" workweek of 40 hours consisting of {ive rogularly
soheduled alght-hour workdays, Yonday throupgh Fridey.

b. Administrative Workweel

The raegularly scheduled “administrative” workwoek noaus a
cnlendar week and for CIG shall be Sundsy through Saturdny oxcopt na
provided for in paragraph ¢. bolow,

¢. Irrogular Torkwoek

In those organizational units in which it is impractiouble
to follow & regular schedule of definite hours of duty for sach workday
of o regularly scheduled aduninistrative worlweek, the ixooutive for

L o
S s
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Porgonnel and Ghiintotration s nub o orized Lo agtablis. w onbic worie

Woult conwdeting o Lo Stral 40 ourg ol Juty purfovaod witain w porion
of ot nors than € deyn o Yoo adird alptrative workweek,

d.  Overtime
Work dn oxowss of ¢ houre porformod durie,) ah adidniutrae
Live woriwook will bo considorod overtine, 10 autrorized i advaice by
tie Chlef, Mirdpot Section. Overtinu us usod 'n this tnstraction ronno
“rrajular or nconsivanl overtime” not pchoduled in Sro re g ularly
nohodulod nduinlavretive vorkwoeol..

o, ‘Giollday iay

negplayeen ngslmod o dugy en helldays designated by
“odernl Sentute or Bxacutive ordor will be compenortod at twico tho
normal dnlly rate or wllowed corm, ougntory time of”, hour royx lour, §in
necordanoe with Soction 11, uwblic faw 380, voderal '>iployoas ny Act
of 1946G.

'« Aut orities

(1Y Mo Chiels and adisbiffutralivo officars o Officus or
Studf Secviona uay roquest authorization o ovortine and holidey duky
for Individuala o) thofr ruspective orgmizationul wnits n necvrdmice
with tho procedure outlined 4 paragrapn g of this seciion.

(8) mhe Clhier, Mudget jection may approve sucs. raquest,
bngsod upon the adoguacy of the justification subnitted. vork in exceos
58 40 hisurs during an adninlstrative wordweok shall bo suthorized only
in unusunl circunstancos wiore aimployows are roquired to porform addi-
tional work vital fto e progrum involved, and must be nutiorized in
widvance of tio performance of tne work, excopt in emergency onses.

g« Conditions and 1,imitations

(1) Fmployoes in grades up to and including ' =2 or (A=Y
any recelve overtime compensation computed in accordance wit! tho pro-
visions of the Pedoral Fmployoer Puy *ct of 1946 (Public Law 106-79%n
Congress). ¥usloyees in grades shove D=2 or CAF=7 may he pllowed
conpensatory time off in un wmount equal to the hours of work purforned,
subject to the limitntions conrtained in soation GO8(bY of the 1945 Pay
hot, as ammended, whicl: exprossly prohibits the payment of Leuic
compongation, or Lasic compousntion plus any additionnl couponsation
provided thoreby, at a rete in oxceas of $10,000 per snmum Zor uny pay
poriod. Zmployees in %liis outogory may not receive overtine cornpensa-
tion nor may they elect to receive compensatory time of'f which would
rosult in such exceas rate of coupensation.

CONFIDENTIAS
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(Y Conponantory tine off acorued 'u fuvor ol enployoes
st be uged within 359 deys o € o purrorsaros o ovortime work or
the employnes slinll Inne sue . tire and alao tle right to ovortine
corpansntion in liou of nuch conpengatory Hine o°f, unlens tho fnilure
to toke tho time off 48 due %o cfrewagtancos boyond tle control of the
waplozon,

he Procousulng o Joquont oy L oprovel
L 3

Poru 372-8 will bo ugod %o requent approval of gvertine
(inoluding helidny duty). Thim for: must include an wdoguaty  Justd Sicu-
tlon for tiw overtime and nust be sipned by the Orief or sanindstrative
Meticor of %ho Office or S4n’f Section conceraod. Tie o will be
formarded 1n triplloste S0 %o (viuD, fugpet cection for wpproval iu
ndvanco of the porfornsnce of the work, In carog involving; vonponsatory
tine aff, the roquestivg offiein) will have %ho appropricse onployoe
Intelnl %o 22-3 fmmodiately opposite Lis or nor typowrithben nano.
Tho Initials will serve us « verilication thest the omployoo haps npe—
eifleally roquostod conpensntory timo off in ltuu o2 overtine conponEn-
tion. I¢ approved, two copfes will bo returned %o She sipning o’feinl,
‘ne copy will be subnitted by the requonting nff4ca wlt: Seandara Porm
1189 "meokly Time and Attondauco Noport,”

Bl oo

l. Definition and Purpoge

14 Procedures arv entablished through tne Lasunnce of adminige
trative dirvotives prescribing rules, rejulations and polinies portaining
%o the povsonnel and funetions of thie ugency. “The purpose o such
directives 1a to dovelop unifomity and economy of oporation and to pro-
vide personsiol with writton criterio as n basis Zor “he execution of
sagined functions.

2. [losponaibility

w. Tho Procedures imiz, Audget foction is responsible ~or
roviowing the drafts of propoged issusnces (except ¢ffice {perating
vrocedures and Letters of Instruction) for purpose, formut, workability
and consistency with establishod ¢TQ policy, and regulatory require-
rnonts; for clearing and coordinating sucl: drafts with the 0ffives or
3talf Seotions congorned; and for appralsing the value of proposed
procedurs in contrast to the cost of oporation.

be The head of each office or jtaff Soction $£a responsible
for complisnce with applicable provisions of administrative diroctives.
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3. Types of Arcvctivon

Thare are yix typos of 74 admintutrative directiven, olnosi-
fiod neoording to purpose, scopo, durntion of vifeativonosus, and
npplioahility o follows,

a.  {oneral Orders
blrostives of pernanent gonoral interost nnd,/m' upplicable

to all orgmitzationn) untts ol €VG. Tloy announce netivation or denctivae

tion of organizationai units, assi)mment op re~assl mnoent. o funotions

within the agoncy, statunents or revisions o apency polioy and ) pointe-

went or roliof of oxecutlve parsonnel,

be Parsonnel “rdere

Hoticen o0 aonlgninont, wrannfar avd relie! of porsonel to
or from o the vartous Uvisions ol 0T,

c.  Yenormnds,

Diroctives of short duration anmounciug mathers o onsral
Inturoat o two or moroe (76 offices.

de  Lottors of Ipstruction

Dirgetives of a tonporary nature involviug sinsle offcosn,
subsldiary orjarizationel units or individuals thoreu:.

9.  Adninistrativo Yanual

Tnatructions outlining fundumantul procedurss for the
propor Dunctioning of the agency. Tho monunl is s handbool: corponad
ol instructions pertaining to the inter-ofrice wdministraiive proosdures
affecting all organizational units of tho ngoncy ne distinguishod Jron
intron-orfice opornting procedures. Xt is looso-loaf in form and divided
into two parts: Part 7 covers vouchered funds' procedures and wdinieten-
tive directives appliomble to the entire agoncy; Part IT includes pro=
cedures covaring the use of \mvouchersd finds and sdministrative polisios
appliosble only to oporations financed through such funds.

.  0ffice Oporating Procodures

Dirovctives praseribing intra-office procedures, desijmed
to implemant the functioning of the (ffice concerned. 5yoh directives
nmust not conflict with or modify any of the other types of direstives
doscribed above,
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4. Format
n.  fla enoeral stylo aicd fornat of all itnpertions %o the
Adatnistrative anual will follow the principles outlined in $he Imbro-
duation to this publication (Yee “ection Yo fineh ingortion will
ho noooupanied by a trunsmittal cover shoot,

b, All direetivos other than adminiatrative tanunl Tnstruce-
tlons will confora to the follow®n: spect fleationa:

(1Y Papor und 3izo
(nY  dunorn) G oders, e randn, Pargonnel Ordoers,
Tettors o Insteuction and 0ffico Nporating i'rocsdursa will be publdghod
on gtandard size 3 x l()?,' inch mimangraph or bond papoer on ono side of
the paper only In accordance wit'. tho Zorrat inalcented in the nttuched
axhibit YNos. 1, 2, 3, and 4.

(2 Numbering
() Gemoral Crdors and Lesctors o Tpotruetion will
Lo numbered wsorlally.
(b) yersonnel crdera, !"emorrade and Office Oporating
Jrocodures will bo numbered merielly for emch 'fscal yosr (1 July to
30 June).

(3) Dpating

{a) In all directivea the date at iro heading is +he
of'fectivo dote unleas otharwige specified,

{(b) Tie period oi' timo the directive 1o to ronnin.in
effoct will always be indicniod In Menorunda, Letters of Tnatruction,
und office nporatin,; “rocodures.

(4) Seocurity Classifloation

All CIG diroctives will bu classified in accorunncu
with the security requirement of +%he contents thioreof.

(6) Genoral pules

(a) All Genorml Ordors, Yomoranda, Lattors of
Instruction and 0efice poratin;; Procedures will be confined to a single
subject or activity so that euch directive may be describod by w short
simple ti%tle indicative of the scope and pensral content of the dooument.

(b) 1In all directives except Personnel Orders and
lotters of Instruction reference to officiala will be by title only.

(¢) All forms, graphs, tebles, or othor similar
exhibits will bo seourely stapled 4o the basic document. Reforences to
these attachments will be made in the mppropriate place in tho toxt of
the dirvctives they accompany, and in addition they will be listed at
the end of the directive to which thay pertain.
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be Procossing of tow "4 rpotives

ue tultiction
fhonevor nen ndmintatrative dl roctivos uro deenod nweounwry,
the 0fficu or Stalf section bving prinary intarost in %ho conzont Ghorpe
of will VLo remponnible for fulsfeting Lo original draft in oon forni ty
with tho approved atandards cutlined in pareapraph 4 above, Mo sorvices
of the Procedurva Mmit, Jndgot “ovetion are avallable Lo tho oripineting
office for fnfuraation and oud denew L the provuration of dnitial draftn.

L. Hovliew, ovision M enrance

(1) upon complotion of Lo indtial drat of CT4 Gonoeral
Opders, Mamorande or additionn or rovisions %o the aandniatrative 1 anual,
the draft will Le suberdibod %o %o Procedures 'mit ror oditorinl and
format review. Tuon Y “thul draft ia npproved by tie orijinnting
olfice, the :rocedures it will socuse the noceusary additional con-
ourrencesn, incluain, Wiat of %o rdvigor for vanagoment ad Jorwerd the
conpleted doouront to the Lxocusive for I » A Tor ina’ approval,
mblication, and dlasribusion.

(2)  Tnitinl drafis of (TG Lotters of Instruction will be
forwarded by the initiating offico %o the Advisor for Yanagoment ror
proceasing in nocordance with the procadurs outlined for the Trocoeduras
Init irc the case of othor directives.

(3) A copy of sach Gflice Uporating 'rocedurs will te
formarded to the zxocuvive for | . A thraiq;i. the advisor for Caungomont
for review na to possible conrlict with CIG policy. Tho Dxooutive {or
e A will maintain a conplate "le 0 such rocedures for rororence
jnrposes.

c. Authontioation

The Ixooutive for ‘grsomiel and Adsdnistrasion will Bl
all ¢IG General Orders, Porsunnel Orders, Uemoranda, Leiters of Instruc-
tion and the transmiital cover sheets nf all ingertions to the Adninis-
trative !anunl. assistant Diroctora or officials designated by them
will aign 0ffice Oporating rocedures. No directive will he of' Toctivo
unless it boars the alpnaturo o tho aepropriate offieicl,

d. Reproduction
The Executive for Porsomel and Administration will be
regponaible for the raproduction of GIG Ceneral Orders, Adninistrotive
ttanuel, Fersoanel (rderas, Memoranda, and Letters of Instruction, nnd

will render auch service as may bs roquested in the reproduction of
0ffico Operating Frocedursa.
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0. Distribution

The Sxecutive Lor 'arsonnoel nnd pdministration will ve
ragponuible for tho diatribution of nll 78 Blrectives, oxcop®t N oo
Oparating Procuduras, 1n weonrdnnce with approved distribution lists
and approved gocurity plans. The diatribution of direstivues will
generally be liusltod o those individunls, wnits or Offices ooncerned
with the contonts thnreof,

fo  Anonidrombs

—

Amondmonts or rasclaglious to any 016 dlrectives will be
initinted, revivwod, cloncod and listributed in tho saro rmnnor an the
basle directive.

- FORIY

1. nefinition and urpose

t. A form is n printod, reproduced or tyned documont with
blank spaons provided for t'.e insertion of specific informacion. A
foru letter (for purposea of this instruction considerod n form) iu a
printed or reproducod letter designed to bo usoi for ono meiling o
soveral doptinntlons or for repentod maslings.

be Tho purposo of thu stendardization of forms is tw socure
agonony in the desipning, printing, storing, distribution, and uao of
Forms ns woll as <o insuro uniformity in the proceduros omployad by
tho organizational units of the ayency in dealin, witlh cormon problens,

o. The types of forms usod within CT6 are:

{1} standard Fons appruved by the President, comptroller
jenerul, Socretary of the Treasury, or Buresau of the sudget for nandu-
tory use by tho govermment service yenerally.

(2) ¢ivil dorvice Forms epproved by the Civil service
Comziasion for use genorally by jovemment agerclos.

{3} viscellanoous ‘vras approved by poverament departments
nnd agenciss for ugo by othor joveriment agencies which are nuthorirced
for use within CcYO.

(4) CIG Forms approved by tha i rocedures Imit, Budget
Section, for use by GJire

2. Authority end/or Reaponsibility

a. The Jrocedures Unit, Budgot Section is authorized to
roview and control the use, application and sproduction of Forms to
be used by CIG, and will be responsible for deriving maxirum utility and
uniformity at minimum expensc. Cccesional or periodic surveys of forms
in use nay be made by the Procedures Unit in order %o nssure that the
forms program is achieving its purpose.
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be Mow forau o reviniosn of oxdnting rorus rwst bo subnd Sted
L tLo rocodures nit for Ngethor dovolopmun® and/or ajproval, The
I'rogddures nli nuy reguira (o adapiation of an oxIating 70 "orn or
olhor Som 50 16 appears 4o Lo and4uble for tho purpoan,

Jo Provessing lew or jlavised foras
ot § i

- —tnnan

Ne Initintion

L iuRdebolighiiend

finwl thu elfleloney o woworh procens can be traprovad by
tho establishme:tl o o ioin(a) or rovislon of nr sxintin,, Cory, n skoteh
of tne praposed ivas will Lo subinitiod Lo e Troocaduraz Untt, Hudiet
Ssction, eccompanied Ly for ., 35-0, Bopradvetion Yagudgl4ion in duplicete,
Vack propoged Cuoan snould Genre o conedgo 44 L1 Paaeriptive o1 § 44 uae,
usually at She top cnloeus sesion or purposs neber thin togition in-
bructienble.  Zstluubod =onthly asnge Will be dndieated an 'ne roqui sl cion
ana o ninfaun sapply ol g!x nondhge mtlicipatod requiresonts ghould boe
oerderod. see (14 Instructicn -« Ie the form $g for tonporaly une
or if ouly a dofindhe sumbor o7 toplon are neodod for a spocffle purpona,
i appropriate sxplanation sheuld bLe inserided within "vonarks” on PPorm
Sh=ls Hoquests for approvel o Sorus wirkell niest bo aligned with othor
torns snould dnclude o nolution &n 4hat offect.

be  peview, iovision 4 (learance

“he 'rocedures Init, Budget Section, wili dosiin forus to
corresjond with gurrunt stanuards of style wad format, uasnl;n Y0 form
nunbers and dates and transmdt denfhn 4o Hhe orizineting: o*fien for
goneurronee.  Lpon eoncurrences .6 forus will be retumed to the Pro-
cedures nit for final procosning und forwnrding 4e 4ho Noprodustion
GJechion for duplicabtion.

¢e loplenishment of Current Forms

Yormally only a Swo nontihs! supply o o new Jomm ig
dolivered directly wo tiw requesting of fice; the balance of tiw order
1s sentv to the Jupply Seotion, Jorvices Division, which is respousible
Por maintaining adequate stociks of all aotive foras used within ¢T1.
Ouce a form has Lecuw an ajuiey siock Ttem, it is requisitioned Prom
the Supply Section in accordance with the sstabliahed (T4 procurenent
procedurs on Fom jlo. 5G-7 "Noquast for Supplies, Vquipment or tervice."
Inventorios will be replenishod by tho Sup;ly Gaction on Form . 56=0
"ituproduction Reguisition® by routing tho requisition through the Pro-
cadures Umit, Budgot Section, for upproval of the “re-run."

4. Procurement of Specialty-Type Forms

Requests for procurement of Specialty-Type Fomms, fantold,
continuous, carbon-interloaved, or roceipt book, will Le submitted to
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tho Procodures Tmit, Budpot seotion, on Worm 36=Y "Roquest for uppliea,
Lqulpnont or Services” naoompnniod by u sanmpls or aketeh nnd dofadled
Justification indloating snticipated veonomios oxpected fron the uwe of
the form. & brief atunbonont sutlining portinent data rognarding the
disponition, uss, ota., should bo provided end tho ostisanted volune of
nonthly usaps furnished.  IF any apeaiel type of eguipaont or dovdcu
will have to bo purchinged lor use in cemngotion with o apecia) <orm,
dotatled inforatton must be provided and prlor approprinlo approval
ragaivod bofore purchnse ordars nny bho ploced. Ty all cusor the Pee-
codures Unit will porform %io umunl %ecinieal nnalysie of o forn beforae
forwarding the approved 1i.al dreft thereof and tio deguisition Forn o,
$0=7 to the Supply footion for purchasing, 70 in doubt an be whothor

a form fulls into this cabogory, the *rocedures 1mit should Lo corsulted
prior %o the submission o a requisition,

be  Obmolete and Suporgeded hris

4.  ‘honoveor a f'ort bocomes obsclote, or is supersoded, the
Office prinarily intorested will inrforo Lhe rrocedures nit, tudget
Sgetion, and indieate the desirsd dimposition e any supplien roanining
in stook.

b.  Tn requesting rovwisions of forms, the inturosted of tfee
Will inmort the awast applicable o the followin;, statortonts on dhe
roviaod sketoh:

Provious oditions aroe not to be used,

Frevious editions mny bo used.

fdition of (dnte) noy be used,

Hoplacos Forimd TX-X and X=X which aro uot 4o bo used.
Replacses Forms X=X and XX-7 whic) nay be used.

S~~~
TR Ll TS
Gl el il N

8. Use of Approved lMorns

The rondition of reports, rotuma, eotc., in nanuserips ig
unauthorized wher. forms proscribed % r that purpose ore aveilable.
Instructions rfor the uso of approved forms will be initiated by the
originetin: office. Such instructions will speclfy the particular
fore by ws ber and will require its use when supplies are aveilnble.
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